Reapit AgencyCloud 12.156
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 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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https://reapit.atlassian.net/l/c/cnY6vrkM

General

New Ul round-up: v12.156

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 12.156 to bring it in
line with previously redesigned screens

All existing functionality exists but with a refreshed look and feel

Sales invoice reporting
The sales invoice reporting screen now uses the new Ul format

From main menu:

e Click Reports and select Ml Analysis
e Click Invoice Reports
e The Sales Invoice Reporting screen uses the new Ul format

Sales Invoice Reporting

& Select predefined reports |#” Run Report B =
Report Criteria ® Live Properties Archive Properties Live And Archive Properties
Sort Order Grouping and sort order ...
Dates I [ i [ Invaice w  Date Range ..
Amount £0.00 to  £0.00 Exclude VAT
Cutstanding £0.00 to £0.00
v Type Invoice
Reference
Status Select one or more status .
Recipient
Recipient Address Quick @ Full
Property Quick  * Full
Property Office Select one or more office ...
Extra Select further report criteria ...

e The Predefined Reports section has moved from the bottom to the top left of the screen
e The Run, Save & Exit buttons are now at the top of the screen

For more information on sales invoicing, including running reports, see section on Knowledge Base titled:
Invoicing (sales - UK)
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Letter Template Editor preview template option

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

From AgencyCloud 12.156+, when creating or updating a template via the Letter Template Editor (LTE), users
can preview the template they are working on prior to having to save & upload it - this means that a new or edited
template is now only uploaded to AgencyCloud when it has been tested/previewed and is ready for use

This change to the LTE allows work to continue on templates without having to leave the LTE - it also prevents
letters being generated in order to test new/updated templates (resulting in journal entries being logged against
records while testing takes place)

The LTE is an inbuilt tool to assist in managing new and existing letter templates for use in AgencyCloud, access
to this application within a company is usually limited - for more information, see guide on Knowledge Base titled:
Using Letter Template Editor to create, edit and distribute letter templates

1. Work on letter template

From LTE:

e Carry out required work on new/existing template

e When ready to preview your changes, move to step 2

AgencyCloud Letter Template Editor 5
gency o B o = y.

1. Select Word document
File Home Insert Draw Design Layout References Mailings Review View Help 1 Comments

= & & @

Create a new template
Convert an existing document to an AgencyCloud template
Edit an existing AgencyCloud template 0

Verdana w1

B I U~ ab x, X A

Paste Styles  Editing  Dictate Editor Reuse
. . . . Aa~ A A . - - Fil
2. Drag and drop fields into document F A~ L A-rar (AN Q-5 tes
Undo  Clipboard 1 Font 5} Paragraph G Styles 5 Voiee | Sensitivity = Editor | Reuse File
Select Types Y —
 General [JPDForXPS =g Paragraph  [5] OnePage  EE Multiple Pages [ PageWidth [E5 Align~ g Strikethrough = < Format Painter @5 Link ~ »
enera =
I Applicant L |-\‘\‘|-Q‘\‘1‘\‘2-|-3-|‘4‘\-S‘l-é-\"‘\‘E-l-S-l‘IC‘\‘11‘\-12-\‘11‘\‘14-|-l§-|-15‘\‘l_“\-
I Company B
I Diary Entry E
| Landlord - Ref: <Entry.Property.Code>
I Current Negotiator " ] .
I Offer 1 <Formatter.GetFullDateString(DateTime.Now, "%d MMMM yyyy")>
I Person
I Property -
I Referral 1
I Tenancy 3 Dear <Entry.Property.AllMailingSaltns>,
I Renewal y
I Work Order -

Re: <Entry.Property.Address.FullAddress>

3 Following our recent telephone conversation I have pleasure of confirming our

. appointment on < Formatter.GetFullDateString(Entry.DateTime, "%d MMMM yyyy")>
1 at <Entry.DateTime. ToString("h:mmtt")> to carry out a marketing appraisal of your
4 property.

I very much look forward to meeting you.

b Yours sincerely,

<Convert.ToBoolean(UserEnvironment.Instance.Config.GetValue("uLoggedNeg",
false)) ? LoggedNegotiator.LetterName : Entry.Negotiator.LetterName>
<Convert.ToBoolean(UserEnvironment.Instance.Config.GetValue("uLoggedNeg",

Save to this computer Distribute template 3 EolondV D1 o cd Rk b TiH o L Cedes Mocobinbor Tilas
( J ( ] Section: 1 Page1of5 257words [ English (United Kingdom) 35 Accessibility: Investigate T Focus P

3. Save template

[ configure Preview | [ Preview |

2ot 1
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2. Configure preview

To allow you to test the template, you can choose up to 3 role types to be merged into it via the Configure
Preview function - for example, if you are testing a new market appraisal appointment letter, you would select
a property record to test with

From the bottom left of the LTE toolbar:

e Click Configure Preview

Use the Preview Template Configuration screen to select up to 3 roles from Applicant, Property,
Landlord, Contact and Tenancy:

e Click magnifying glass icon to right of field and use the search screen to find the required record to use
for the preview

1. Select Word document

Create a new template

Convert an existing document to an AgencyCloud template
Edit an existing AgencyCloud template

2. Drag and drop fields into document

Select Types

General
Applicant
Company
Diary Entry
Landlord
Current Negotiator
Offer
Person
Property
Referral
Tenancy
Renewal
Work Order

3. Save template

[ Configure Preview ]

[ Preview ]

[ Save to this computer ]

[ Distribute template ]

e Click Save

File

Read

Mode |Layout

=]
Home Insert Draw Design Layout References Mailings Review View Help
[Eq EJoutine n IE 5 Q\ T New Window 13 %
=@ L <) — 3
Print | Wen =1Dft Fous Immersive | |Vetical Side | Show  Zzoom S Amngedl [l g fo
Layout Reader to Side M M B Split [E k) Windows ~
Views Immersive Page Movement Window F

e e N = O
= Preview Template Configuration -

L

Section: 1

L 9 <100 - 11 S12

Select objects to be merged with preview of template.

Up to three objects can be selected.
Applicant
Property
Landlord
Contact

Tenancy

Page 1 of 5

<Convert.To)

ddressWithReturns>

10 Mencorvo Close, Knightsbridge, Landon, SW7 TNG

plp o oL

ow, "%d MMMM yyyy

Cancel

Re: <Entry.Property.Address.FullAddress>

Following our recent telephone conversation I have pleasure of
appointment on < Formatter.GetFullDateString(Entry.DateTime,
at <Entry.DateTime.ToString("h:mmtt")> to carry out a market

257words [} English (United Kingdom) % Accessibility: Investigate T, Focus E
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3. Preview template
When the Configure Preview option(s) have been selected, the template can be previewed

From the bottom left of the LTE toolbar:

e Click Preview
e A new screen will open in Word (in preview mode)

A Search (Alt+Q)

q /o Find ~
Norma No Spacing Tltle &% Replace
o [ Select~
igraph Styles Editing Voice Sensitivity I
E \13 Format Painter =
|||||E|\2\ VA B B 1100 1I20 110 g dn
10 Moncorva Close Reapit Properties Marketing Appraisal Form
Knightsbridge
';‘,’,".‘?”L',‘“Q 10 Moncorvo Close, Knightsbridge, London, SW7 1NQ
i i Time
Date Number
Ref: LON220002 LONZ20002
215t October 2022 VENDOR DETAILS
Name/s Mr Sam King
Diear Mr King, Address 10 Mancarvo Close, Knightsbridge, London, SW7 1NQ
Re: 10 Moncorvo Close, Knightsbridge, London, SW7 1NQ ContactDetaile | m: 07928 587652
Folloving our recant telephone conversation I have pleasure of confirming our &: ssm.king@email.com
appointment on &t to carry out a marketing appraisal of your property.
Tvery much laok forward to meeting you. PROPERTY DETAILS
i Address 10 Moncervo Close, Knightsbridge, London, SW7 1NQ
Vours sincerely,
Type Flat Bedrooms 2
Area Knightsbridge Reception 2
Rooms
T
E: Property Style | Flar Bathrooms 2
Approx. Area (5Q [ 0 No. of Floors
FT)
Floor Level Parking Secand Flaor
Garden Balcony
Condition of
Property
Improvements

e When the content of the template has been checked, the preview screen can be closed

e This allows you to return to the LTE screen (seen in step 1) to carry out further work or to save/distribute
the template

The records chosen in the Configure Preview screen are saved for this session of the LTE, allowing you to
continue to work on the template and click Preview when changes need to be checked
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Log changes to ID check detail in the contact Activity
Feed/journal - configuration option

This guide has been reviewed against our global client base and classed as relevant to all regions
A configuration option is available which logs changes to ID check detail in the contact Activity Feed/journal

This is useful when multiple users across various teams have permissions to change ID check details and their
status - as the Activity Feed will flag up what was changed, by who and when

To enable this configuration option, contact Reapit Support

Providing the ID Check status is not set to Unchecked, then any changes to the detail of an ID check will be
logged in the Activity Feed - for information on the detail it logs, see point 1 below

This configuration does not log changes to the Status of the ID check, another configuration option is available
which does this, as outlined in Knowledge Base guide titled: Changes to ID check status logged in contact
Activity Feed/journal - configuration option

1. Make changes to ID check

From contact record:

e  Make required changes to the ID check

Identity Checks, Registrations and Right to Rent

=+ Add Mew A =
0 Right to Rent (Valid) |0 Check Successful (manual)
Permanent right to reside -
Added 26/10/2021 by Reapit Date 20/10/2022  [2]
0 Right to Rent (Valid) Checked by Morven McCormick
Permanent right to reside
Added 19/10/2021 by Reapit
Primary ID *Passport w

ID Valid until 19/12/2022 ) :
Checked by Morven McCormick Expiry 16/07/2027  [E]

Added 18/03/2021 by M McC ick
kRl g7 LIRS L ST Details Rechecked expiry date MMG

1D Cancelled 20/10/2022
Cancelled by Reapit Secondary ID Utility Bill v
Added 19/10/2027 by Reapit
Expiry i (&
1D Cancelled 25/03/2022
Cancelled by Morven McCormick Details Checked MWMG
Added 26/10/2027 by Reapit

Landlord Registration (Unchecked) Gender Male e

Aylesbury Vale..
Added 19/10/2021 by Reapit

Middle Name

Confidential Motes

PRS Check No PRS check sent

e Providing the ID Check status is not set to Unchecked, then changes to the following details of an ID
check will be logged in the Activity Feed/journal:

e  Primary/Secondary ID type
e Expiry date

e Details

e Any other field available at the bottom right of the ID check screen (dependent on configuration)

Page 6 of 33



2. Changes logged in Activity Feed

e All changes made are listed in the Activity Feed and can also be seen in the contact Journal
e  Text under each entry indicates when the changes were made and who made them

reen - Registered 18/03,/2021 - BED21000005

H Journal ﬁ Print E Letters B E‘

@ Active v Activity Feed ® ®

Tout Letter Type to filter activity Q

Main: High Street Bank -

AJC: 087654321 [@ Change to successful ID check for Mr Liam Green

Primary |0 details changed from Checked MMG to
Private & confidential Rechecked expiny date MMG
Primary |0 expiry date changed from 24/04/2026
304091930 to 16/07/2027

1 minute ago by Reapit T Show less
A - 02/08/2021
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Sales & lettings/rentals

Book & identify second/repeat viewings

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

A viewing appointment can be duplicated to allow a second/repeat viewing to be booked and to be easily
identified

As well as saving time in creating repeat viewing appointments, repeat viewings are flagged as repeat entries in

the diary, in applicant/property journals and also via Power Reports, making it easier to establish where/when
repeat viewings are taking place

1. Create duplicate viewing appointment
The option to create a duplicate appointment is only available for viewing appointments

From viewing appointment:

e Click Duplicate (top left)
The option to Duplicate is available on viewing appointments once the appointment has been saved &
the screen is re-opened

+ Add Anather + Duplicate G Mew Offer ¥ Print B E

+ Confirmed

Entry Date 20/10/2022 2] From 1700 ¥ To 1730 v # Property  LON140002 Q
+ Followed Up

Recur every i} w Until i (3]

17 Old Church Street, Chelsea, SW3 6EP { i;. .C}:.

Entry Type Viewing ~ Virtual

Enter entry comments

' Accompanied Kian Kettlewell Other Agent
+ Negotiators/Offices + Confirmed
Vendor Mrs C Lampard ~
Cancelled Repeat + All Confirmed .
Mabile 07890 567898 u
Home 020987 2968 =
FollowlUp  // [ + Followed Up E-mail Chris@cfe.couk &
Really likes - wants 2nd viewing on Saturday with rest of family
+" Confirmed

Applicant  LON140002
1 =L Q + Faollowed Up

4

Mr T Jones, Mrs E Jones )]

Mabile 07659087123

B O

E-mail tem@tvtv.com

* £4,000,000 to £6,000,000
* Hot, Nothing to sell, Cash Buyer, To Live In
= Area: Group South West Londen,

Page 8 of 33



2. Confirm repeat appointment

Do you want to repeat this
appointment?

.

A prompt will be displayed

e Click Yes

3. Duplicate appointment created
From duplicate viewing appointment:

e Update date & time for the repeat viewing

e Complete all other areas for the viewing as normal, such as general notes, Confirmed boxes & Follow
Up date
Repeat box is automatically ticked to identify the repeat appointment
Save and exit

+ Add Another + Duplicate & New Offer & Print B E)
. Confirmed
EntryDate  22/10/2022 [ From 1000 ¥ To 1030 v # Property | LON140002  Q Sl
Followed Up
Recur every 0 v Until 7 [&]

17 0ld Church Street, Chelsea, SW3 6EP (@) (/)

Entry Type Viewing v Virtual

This is the 2nd viewing - meet at ofﬁcel

v Accompanied Kian Kettlewell Other Agent
+ Negotiators/Offices Confirmed
Vendor Mrs C Lampard -~
Cancelled v Repeat All Confirmed . I
Mobile 07890 567898 U
Home 020 987 8968 @)
v Follow Up  23/10/2022 [%] Followed Up E-mail Chris@cic.co.uk S v
Enter follow up r
Confirmed
& Applicant  LON140002  Q
Followed Up
Mr T Jones, Mrs E Jones (j)
Mobile 07659087123 U
E-mail tom@tvtv.com [

« £4,000,000 to £6,000,000
* Hot, Nothing to sell, Cash Buyer, To Live In
* Area: Group South West London,
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2. Repeat viewings in diary & journal

The repeat viewing is flagged in the diary & the applicant/property journals

AgencyCloud - Ag
) Kian Kettlewell Q- Saturday 22nd Octc
3 ' Early ~
08:00
Organiser
09:00

Diary

T 10:00 I Viewing™ 17 Old Church Street, Chelsea, W3 6EP with Mr T Jones; 2nd viewing (Repeat)

Property 11.00

Journal and Diary Entries

Filter ~ Q I [& I (e #9 Reports/Interest s E3
A Viewings (5) [%8 Viewing - Unconfirmed (Repeat) l':;:]
[_-'5 22/10/2022 10:00 AM - Viewing: Mr T Jones, This is the 2nd viewing - meet at office (Repeat) * 10:00-10:30 on 22/10/22 - By Kian Kettlewell
20/10/2022 5:00 PM - Viewing: Mr T Jones - Follow up: Really likes - wants 2nd viewing on Saturday This is the 2nd viewing - meet at office

with rest of family

16/09/2022 3:00 PM - Viewing: Miss Daisy Jones - Follow up: Really liked but felt that she would
need to change kitchen and bathrooms for it to be right for her - going to keep in touch in case of
price reduction

07/09/2022 10:30 AM - Viewing: Mr L Abbott - Follow up: Garden not right for them and toa much
work

22/03/2014 11:00 AM - Wiewing: Miss A Terry - Follow up: too expensive
» Offers (1)
» Detail Change (1)
P Matches (6, Unique: 3)

Applicant  MrT Jones )]
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3. Repeat viewings in Power Reports
Repeat criteria and a repeat grid column has been added to the diary reporting function in Power Reports

When running a diary report, a Repeat criteria option is available, allowing you to run a viewings report filtered
by whether the appointments is a repeat

For example, the report shown below will return repeat viewings for the London office booked this week

New Diary Report @ ® @) e

New Save Exit
Search for na

Diary Report v

Hide Diary Criteria
Amended Contact
[ Cancelled Repeat

) . Landlord
Confirmation date @ Time
ponets
Follow up date Linked Records Tenancy
= Made by Applicant
= MNegotiator
Office is current office v | London X
Type any of v Miewing X w | %
Created in preset range ~  This Week v (17/10/2022 to 23/10/2022) X
Confirmed is true ~ W
Repeat is true w W
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When running a diary report, a Repeat column is always available on the grid results screen which is useful
when reporting on viewings

From the report results grid:

e Click and drag to move column to desired position
Then right-click over column headings and select Save grid layout

e Click Repeat column heading to sort by repeat appointment

e Click to the right of the Repeat column heading to group or filter the viewings

New Diary Report oy e

Time MNegotiator Type Repeat T Property address Contact
Group by Repeat
29/10/2015 11:00 AM - Kian Kettlewell Viewing Ne ndon, Mr Bab Sr
26/10/2015 10:00 AM  Kian Kettlewell  Viewing Yes (Select Al helsea, Londan Miss A Ter
02/11/2015 0230 PM Kian Kettlewell  Viewing Yes Mo s, London Mr Bob Sr
02/11/2015 02:20 PM  Kian Kettlewell Viewing Mo Yes Mr Bob Sn
27/10/20015 06:00 PM Kian Kettlewell  Viewing Mo 78 Trevor Sireet, Knightsbridge Miss H Diy
31/10/2015 0600 PM Kian Kettlewell Viewing MNe 78 Trevor Street, Knightsbridge Ms Madel
04/11/201502:00 PM  Kian Kettlewell  Viewing Mo 78 Trevor Street, Knightsbridge Mr and M
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Mortgage expiry date on sales applicant

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

A sales applicant’s fixed rate mortgage expiry date can be stored on their applicant record and then reported on -
this provides opportunities for mortgage service referrals based on when the renewal is required

1. Add mortgage expiry date

From sales applicant:

e Click link beside Status to view Applicant Status screen
e Enter date in Mortgage Expiry Date field

e Click cross to exit Applicant Status screen

e Save applicant record

Applicant Status x

Applicant Status General A Employes
Last Call Date 24/10/2022 [&] Mext Call Date | 31/10/2022 [&]

Mortgage Expiry Date  22/05/2025 [

Selling Position Selling with other agent hd Potential Client
Selling Status Sold 5TC - Unavailable A
Agent John D Wood & Co. Sales,
Weybridge
Buying Pasition Pending Cwn Sale hd
Buying Reason To Live In h
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2. Reporting
From Reports on main menu:

e Click Power Reports

e Select Applicant Report for Sales then click Show more

e A Mortgage Expiry option is available

New Applicant Report

Applicant Reportv
Hide Applicant Criteria

Sales v

[ Active Requirements

¥ Address = Age

[ Amended = Area

# Company Name /= Bathraom

# Contact Name +/= Double Bedrooms
[ Due for removal = Floor

[ Due to call = Location/Parking
¥ Employes +/= Reception Room
[ Last call +/= Single Bedrooms
[ Mortgage Expiry = Situation

= Megotiator = Special

[H Mext call = Style

= Office +/= Total Bedroom
= Office Refer From = Type

[ Potential Client Sales

[# Registered = Buying Position
= Source = Buying Reason
= Status /= Price

[+ Will Retain = Selling Position

3. Example report

For example, this report will return active sales applicants from the logged in user’s office with a mortgage due

to expire in the next 3 months

New Applicant Report

Applicant Reportv sales

Pick Applicant Criteria

Active is true
Office is current office

Mortgage Expiry in preset range

e
~ | London
¥ Mextw

Linked Records

Show less

@ Predefinec

Exit

Eear:" for nam

Agent

Appointments

Contact

Documents

lournal Entries

Messages & Tasks

Offers

Referrals

Solicitor

Tenancies

@ @ Predefin

New Save Exit

Search for 1
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4. View mortgage expiry information in results grid

The mortgage expiry date can be shown in the report results grid but needs to be added and saved to the grid
first, as follows:

e Right-click over the column headings, click Pick columns, select More, tick Mortgage Expiry, then click
Accept

e The new column will be added to the far right side of the grid - click and drag the column heading to the
desired position

e Right-click over the column headings again and click Save grid layout

New Applicant Report

Office Manager MName Address Min Price Max Price 4 Mortgage Expiry T
LON KMK Mr L Abbott 15 5t Giles High 5t, Londeon £5,000,000 £7,000,000 22/05/2025
LOMN KMEK Miss Daisy Jones 22 Pear Tree Road, Enfield, London £8,000,000 £12,000,000 20/12/2022
LON KMEK Mr N Phillips 22 Acacia Avenue, London, ECTW 51 £1,000,000 £3,000,000 30/11/2022
LON KMEK Miss Amelia Wright 10 Long Street, London, SW1 3D5 £500,000 £1,000,000 28/11/2022
LOM KME Ir James Robinson 77 Trevar Street, Knightsbridge £1,000,000 £3,500,000 1001172022

e  Grid functions can be used to sort or filter the report results by mortgage expiry

e To sort the list, click the column heading

e To filter, click to the right of the column heading (to view filter icon - shown above) and enter
dates to filter by
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Re-let checklist - configuration option

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

A configuration option is available which provides a re-let checklist on a lettings property when a tenancy ends
and the property status is changed to available

On making a property available again, a specific re-let checklist is created - this checklist uses specific checks
within the pre-instruction checklist and/or new re-let checks, as required and configured

This functionality helps to ensure that a property being re-let is compliant and ready to be marketed each time it
is made available after initial instruction

To enable this configuration option, contact Reapit Support

1. Make property available

From tenancy:

e Beside tenancy Status, click Tenancy Current and select Tenancy finished/cancelled and click Yes to
confirm, when prompted

e Click to Yes to mark property as available
This must be done in order to initiate creation of the re-let checklist

Mark Property as Available?

-

Or, if there’s a current tenancy and the property is to be made available again, ready to re-let
From property:

e Click Status and change to Tenancy Current - Available
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2. Create re-let checklist

To use the re-let checklist functionality, you must enter a re-let date & click Accept on the prompt below
(clicking Cancel will prevent the re-let checklist from being created)

e  Enter re-let date and click Accept

Enter Date

Enter re-let date  24/10/2022

e Click Yes to create new re-let checklist - after clicking Yes, the old pre-instruction checklist for the
property will be frozen and the new checklist used

If you do not wish to create the new re-let checklist at this stage, click No and skip to step 2a

Confirm

Create a new re-let checklist?

The new re-let checklist is displayed

Pre-Instruction Checks

—+ Add check

Signed contract received

EPC Ordered

|0 Checks Complete

Details approved
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e The re-let checklist is accessed on the property record via the Pre-Instruction Checks button
This button is shaded red to indicate it is incomplete

17 Carlyle Court, Chelsea Harbour, SW10 OUQ - Registered 18/03/2016 - LON160019

@- Match H Journal 33 Tenancy (1) Viewings and Keys } Waorks (2) e

Flat or house name N
Active @ Lettings v Activity Fe
7 Carlyle Court . f
Chelsea Harbour Status Ta Let - Available v ypeto
tonden Bvailable From  21/11/2022 [7] B 17 Car
toTol
Available To i (=) A mom
SW100uQ United Kingdom ~
B Certific
Area Chelsea 9 has be
Pre-Instruction Checks Marketing S

Landlord Mr Robert Blanche & Mrs ) Blanche

Rent pfw v £830.00
Home +09 023 9018 0071 =

P, — | ptting Fes 1n

2a. Create new checklist later

If you chose not to create a re-let checklist when prompted (see previous step), this can be done when
required

From property:

e Hover over Pre-Instruction Checks button and right-click

e Select Create new re-let checklist - when choosing this option, the old pre-instruction checklist for the
property will be frozen and the new checklist used

e The new re-let checklist is displayed

Q, Quick List 54 Rosewood Drive, Bedford, MK40 1AJ - Registered 26/

@ Match § Journal 31 Tenancy (2) Viewings and Keys } Works ses

Flat or house name -.d
i Active & Lettings Activi
54 Rosewood Drive -
yVpe
Bedfard Status To Let - Available~ :
Available From  05/12/2022 [ B
- Available To I’y |
MEK40 14) ©L United Kingdom v Bq Le
Lat/Long Select ... Q9
Pre-Instruction Checks Marketing = L‘f

Landlord Mr A Adamson Create new re-let checkdist

Rent p/w Wiew archived pre-instruction checks ™

3]
[

Maobile 07936 147258

) O
»

Home 01628 987654 Letting Fee 0 T
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3. View previous checklists
An option to view previous checklists is available
From property:

e Hover over Pre-Instruction Checks button and right-click

e Select View archived pre-instruction checks

Active @& Lettings v

Status Ta Let - Available ~

Lvailable From  21/11/2022  [5]

Awvailable To {7 =
o

¢

Pre-Instruction Checks

View archived pre-instruction checks

F RE T
(=)
O Letting Fee 10 :

Dates of previous checklists will be displayed in a list

e Select required checklist and click Accept

Select Archive

® 241002022

Previous checklists are read-only & cannot be changed
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4. Add incomplete re-
let checks on
Organiser

Incomplete re-let
checks can be flagged
on the Organiser, this
needs to be added to
the panel and saved
first

From Organiser:

e Inthe Overview
or To-do List
panel (for
example), hover
over panel header
and click cog icon

e Tick Re-let
checks
incomplete

e Click tick (top
right) to save
Panel Setup

See next step

To-do List

J_} YWendars To Call

&, Landiords To Call

JJ Applicants To Call - Sales

Jy Applicants To Call - Lettings

:0 Applicants to Remove - Sales

"0 Applicants to Remowve - Lettings

:5 Pre-instruction checks incomplete - Sales

:5 Pre-instruction checks incomplete - Lettings

J_.; Call Reminders

Ella Faollow ups

@ Internet Registrations

Panel Setup

Panel header:

To-do List

Offices to include:

London

Pick categories to display:

b

AL SR SR S LS

L L

A, Applicants Ta Call - Sales

A, Applicants Ta Call - Lettings

J5 Applicants to Remove - Sales
J5 Applicants to Remove - Lettings

g Pre-instruction checks incomplete - Sales

““g Pre-instruction checks incomplete - Lettings

‘; Re-let checks incomplete
L My Contacts
.l,.:' Call Reminders

E'a Follow ups
€5 Internet Registrations

Page 20 of 33

3O
14
10
20
24
26
14
2
31
4
v m
o
+ MNew Category
Ea
w



5. Incomplete re-let checks flagged on the Organiser
From Organiser:

e Click Re-let checks incomplete

A list of properties is displayed including information on how many checks are incomplete for each one

To-do List

& Wendars To Call

& Landlords To Call

X, Applicants To Call - Sales

& Applicants Ta Call - Lettings

h Applicants to Remove - Sales

& Applicants to Remove - Lettings

Ei Pre-instruction checks incomplete - Sales
E; Pre-instruction checks incomplete - Lettings
E; Re-let checks incomplete

&, Call Reminders

Ei!a Follow ups

@ Internet Registrations

e  Click the entry to view the property

€ Re-let checks incomplete (2)

Flat & 17 Hasker Street, Chelsea, 5W3 ZLE
Registerad: 18/03,/2016 14:16:40
X1 incomplete check

17 Carlyle Court, Chelsea Harbour, SW10 0UG
Registered: 18/03/2016 14:25:08
» 4 incomplete checks
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6. Reporting

From Reports on main menu:

e Click Power Reports
e Select Property Report for Lettings
e A Re-let date option is available

NeW Property Report @ Predefined Rep

Exit

Search for name, critef

Property Report ™ Letings -
Hide Property Criteria

T Address = Style Linked Records
= Area +/= Total Bedroom Appointments
= Manager = Type
. Landlord
= Office Lettings
[ Registered [#  Available from Offers
= Source [E  Available to
Attributes ¥ Landlord Address Pre-Instruction Checks
= Age # landlord Company Mame
Tenancies
/= Bathroom ¥ landlord Contact Mame
+/= Double Bedrooms = Lettings Status Wendor
= Floar = Prp Admin
Works Ord
= Location/Parking = Prp Manager o =
+/= Reception Room [E Re-let date
Show more ...
+/= Single Bedrooms +/= Rent
= Situation
= Special

7. Example report

For example, this report will return lettings properties where the logged in user is the Property Manager that
have a re-let date after 01/09/2022
Other possible criteria options are available and displayed below

New Property Report @ ®

New Save Exit

Property Reportv Lettings -
Pick Property Criteria

Prp Manager is current user ~ | Morven McCormick

Re-let date after ~ 010872022 [
in presat range
between
before

after

empty
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8. Add pre-instruction checks option to report

When reporting on pre-instruction checks, the option to include checks with/without an Archive Date is
available

From reporting screen shown in step 6:

Click Pre-Instruction Checks (from Linked Records section)

Click Archive Date

To return just current checks, set to empty

To return archived/previous checklists: set a date filter e.g. select after then enter date

New Property Report ~ ©@ ® ©

Save Exit

Property Report v
Pick Property Criteria

Property has pre-instruction checks ~
Pick Pre-Instruction Check Criteria

Archive Date empty o
in preset range
between
before
after

empty
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When matching exclude properties with a sale proceeding
or an arranging tenancy - configuration option

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

A configuration option is available which provides the option to exclude properties with a sale proceeding or an
arranging tenancy when carrying out an applicant to property match

e  For sales properties this will exclude properties that are Sold STC
e  For lettings properties this will exclude properties that are Arranging Tenancy/Under Offer

This configuration option allows all SSTC/Arranging Tenancy properties to be removed and not displayed in the
match results grid

Without this option, SSTC/Arranging Tenancy properties would need to be removed individually from the match
results grid

Configuration settings determine the wording used in the match screens shown below, although functionality is
the same - for example, your system may be set to display properties as Under Offer or Sale Agreed rather than
Sold STC

To enable this configuration option, contact Reapit Support

o Qowis

e Click Match

Match B Journal & Tenancy (1) [z Viewing
® . ndividua Compan b 3
. Activ
Ms  Fiona | Sinclair
Statu
ldentity Check Marketing Consent
Sours
Home 01632 969304 T A Mext
Mobile 07700 909394 0 _
Archi
NAT- e M TOAS N304 =N

Page 24 of 33



Sales applicant

Applicant Matching
e Tick Sold STC properties

This will remove any properties Properties on System
that are Sold STC from the
match list Cepartment/Active/Price
e Click Accept to run match ' Rooms
" Attributes

Decoration/Tenure/Clients Only

o
' Special
'

Square footage
Location matching by Area
Rural/bcreage/Keywords

Exclude other agents’ properties
Only properties held by this office -10
Exclude previous matches

Exclude 5old 5TC propertiss

Total number of matches
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Lettings applicant

Applicant Matching

Properties on System 5674

e Tick Exclude Arranging and
Under Offer

This will remove any properties .
that are Arranging Tenancy or Department/Active/Rent 169
Under Offer from the match list

) + Rooms 189
e Click Accept to run match
P Attributes 169
+ Tenure/Furnishing 169
Special 169
Square footage 169
Location matching by Area 169
+ Rural/Acreage/Keywords 169

Exclude other agents’ properties

' Only properties held by this office -22
' Exclude previous matches 0
' Euclude Arranging and Under Offer -2
Total number of matches 145
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Supplier VAT/GST removed on works order & supplier
invoice when not applicable
This guide has been reviewed against our global client base and classed as relevant to all regions

When VAT/GST has been added to a works order or supplier invoice and the supplier carrying out the works
does not charge VAT/GST, the VAT/GST amount will be removed

This applies when creating an individual works order and when booking in bulk, as well as when generating a
supplier invoice

This update ensures that VAT/GST isn’t being applied when not necessary

1. Create works order

When a works order is created and a Net Cost added, VAT/GST will also be added accordingly

Works Order

+ Documents = Print &) £
Works Order ... Contractor Select..  Activity Feed
i Q
Status Pending approval Booked On  24/10/2022 [
Work Type  Select... Required By  / / [
o o actn to
Reported By  Select.. Completed I ]
Baoked By Kian Kettlewell #' Post invoice
Priority Select...
Works Details ) W Property )
Waork Title Change kitchen door handle 77 Glynde Mews, Walton Street, SW3 1AB
Landlord: Mr & Ridout
Net Cost £50.00 VAT | £10.00 Our estimate £0.00
Mobile 07897673878 u]
Charge to Tenant @ Llandlord
Home Mot added
Replace door handle
E-mail sam(@keal.com [~
& Tenant Select ..

Instructions
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2. Add contractor to works order

When a supplier is added as the contractor on a works order and they are non-VAT/GST registered, the
VAT/GST amount is automatically removed from the works order, as well as on the resulting supplier invoice

This is also done when booking works orders in bulk

A supplier can be marked as Non VAT/GST registered on their company/supplier record

Works Order

+ Documents = Print B £
Works Order .. Contractor Able Maintenance, London |~ Activity Feed
- Q
Status Pending approval Booked On  24/10/2022 [Z] Mabile Not added
Wark Type Select ... Required By  / / =) Business 02073804440
o No activity to di
Reported By ~ Select . Completed Iy [ E-mail Able@Maintenance.co.uk
Booked By Kian Kettlewell # Post invaice to accounts ..
Priarity Select ...
i P 2 Y

‘Works Details QD) ﬁ Property @
Work Title Change kitchen door handle 77 Glynde Mews, Walton Street, SW3 148

Landlord: Mr 5 Ridout
Met Cost £50.00 WAT  £0.00 Our estimate £0.00

Mobile 07807675878 a
Charge to Tenant  ® Landlord

Home Mot added
Replace door handle

E-mail sam@keal.com ]

&L Tenant Select ..

Instructions
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Identify internal client accounts assistant as a relationship
on lettings property - configuration option
This guide has been reviewed against our global client base and classed as relevant to all regions

A configuration option is available which allows a client accounts assistant to be identified as a relationship on a
lettings property - this relationship can be selected when reporting and can also be added to various
grids/screens across the system, including property and tenancy grids, arrears, works orders & supplier invoices

This allows a client accounts assistant to be able to identify & complete tasks required of them
To enable this configuration option, contact Reapit Support

1. Add client accounts assistant

From lettings property:

e Inthe Relationships panel, cIicko

e Select Client Accounts Assistant from the list

Q Quick List The Garden Flat, 12 Reddiffe Garde

& Match B Journal &1 Tenancy (1) Viewings and Keys A Work:

The Garden Flat, 12 Reddiffe Gardens, South Kensingt...

Active & Lettings
Area South West London Q
Status To Let - Unay
Landlord Mr Gerald Downey Available From 15/05/2018
Mobile 07700 900217 G ~ Pre-Instruction Checks
E-mail gerald.downey@gmail.com ]
o
Rent pfm £3,258.93
Next call 15/08/2022 [5]  setw Letting Fee 3
Tenant Mr Steve Vai Mgmtfee~ 7
Mobile 07700 9004743 ]
E-mail vai@passiontest.com > :
P Attributes
£
Relationships ) * 1 Total Bedroom
Create Relationship
Main Office London
Office
Key Contact ian Kettlewell
) Property Administrator
Preperty Manager an Kettlewell
Client Accounts Assistant
o .
coupier ko
Additional contact dg
plet
Property phone lan
is b

HMiEg View pictures
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e The Select Negotiator window is displayed - tick the name of the relevant AgencyCloud user and click
Select

e The Client Accounts Assistant is displayed in the Relationships panel

ATTIN

-
Relationships f:i:) *1T
* 15
Main Office London * Flat
Key Contact Kian Kettlewell * Fur
Property Manager Kian Kettlewell
Certi
Client Accounts Assistant  Anna Graham
Absol
away
own. !
throu
doukbl
2. Reporting

From Reports on main menu:

e Click Power Reports
e Select Property Report for Lettings then click Show more
e AClient Accts Assistant option is available

New Property Report (3 predetine
Exit - i
Search for na
~
Property Report v Lettings »
Hide Property Criteria
T Address = Location/Parking Keys
Amended +/= Reception Room
R Landlord
= Area +/= Single Bedrooms
T Erief Description = Situaticn Local Authority
= Client Accts Assistant = Spedial
= Council tax band = Style Messages & Tasks
= Country +/= Total Bedroom
Martgage Broker
[ Details approved = Type
T EPCBand Lettings Mortgage Lender
+/= EPC Rating Available from
[ External Availzble to Mortgage Surveyor
T General Notes 1 Landlord Address Offers
HIP ardered ¥ Landlord Company Mame
HIP received ¥ Landlord Contact Name Other Agent Appraisals
[ Instruction last [ Landlord Due Call )
Pictures
Last call +/= Lettings Commission
= Manager = lettings Rale Pre-Instruction Checks
Market appraisal date = Lettings Status
Referrals
[ Mext call [ Mogas o
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For example, running this property report will return all properties for this client accounts assistant that have a
current tenancy:

Property Report v Lettings -
Pick Property Criteria

Client Accts Assistant | any of ~  Anna Graham o

Property has tenancies W
Pick Tenancy Criteria

Status any of R Tenancy Current W o%W

3. Client accounts assistant shown in grids
The client accounts assistant can be shown in the following grids

With the exception of supplier invoices, the column(s) first need to be added and saved to the grids shown
below, see step 4 for instructions on this

e property - after running a Power Report on properties or when viewing a list from the Organiser
(e.g. right-click over Available Properties option and select Full results to see property grid)

Available Properties - Lettings

Double-click to view

Reference Address Rent p/m | Status 4 Client Accounts Assistant Landlc
LONT60017  Flat 8 17 Hasker Street, Chelsea £7,517.26 To Let - Available Simon Crisp Mr Kel
LON160019 17 Carlyle Court, Chelsea Harbour £3,000.55 TolLet - Available Simon Crisp Ir Ro
LON160014 12 Thames Quay, Chelsea Harbour  £5,866.07  To Let - Available Anna Graham Miss I
LON150022 77 Cadogan Place, Lenden, SW1X..  £15208... To Let - Available Anna Graham Mr Ad
LON140014 14 Oakley House, 103 Sloane Street. £5,214.29  To Let - Available Anna Graham Iliss I

e tenancy - after running a Power Report on tenancies or when viewing a list from the Organiser
(e.g. right-click over Current Tenancies option and select Full results to see tenancy grid)

New Tenancy Report 7w

Property Client Accounts Assistant ¥ +Tenant Status Rent p/m Manac
17 Cld Church Street, Chelsea Sirnon Crisp Mr K Alenso Tenancy Current £8,68048  Kian Ke
| e e London SWISTAY AmaGham  WrM Samesand MOSm TensncyCorent £391071 Kn
Flat 36, 13 Earls Court Square Anna Graham Mr T Bayliss Tenancy Current £3,588.99  Kian Ke
76 Sloane Court East, London Anna Graham Mr S Davies Tenancy Current £391071  Kian Ke
15 Rutland Gate, Knightsbridge Sirnon Crisp Ms Carrie O'Key and Mr Tc  Tenancy Current £3,214.28  Kian Ke
The Garden Flat Anna Graham Mr Steve Vai Tenancy Current £3476.19  Kian Ke
1 Beaufort Gardens, Knightsbridge  Siman Crisp Miss H Watsen Tenancy Current £6,930.65 Kian Ke
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e tenant arrears - via the Chase Arrears screen and viewing tenant arrears

Arrears - 9 Tenants

rs 2r than ays ounts over . ars enan ndlords
Filte Older th di Amounts £0.00 All Arre T ts Landiord

Tenant Property Qutstanding  Full Amount Client Accounts Assistant From Days
17 Old Church Street, Chelsea  -£153.33 -£8,820.00 Simon Crisp 314012017

Mr Adam Armstrong Flat 8, 17 Hasker Street, Chels  £7,496.67 £7,496.67 Simon Crisp 18/03/2022 221
Mr M Barnes and Mr O Smith 1 Juniper Drive, London, 5W1{ £18,604.00 £18,604.00 Anna Graham 06/09/2019 1145
Mrs H Harbinger 7 Cadogan Square, Knightsbric £14,466.67 £14,466.67 Simon Crisp 25/02/2021 607
Mr James Hetfield 12 Thames Quay, Chelsea Har  £5,850.00 £5,850.00 Anna Graham 19/05/2016 2350
Mr Noah Jones 72 Redcliffe Sguare, London.,  £11,200.00 £11,200.00 Anna Graham 25/02/2021 607
Mr James Maddison 77 Cadogan Place, London, 5V £45,506.04 £182,000.04 Anna Graham 23012018 2467
Ms P Scudamore 17 Carlyle Court, Chelsea Hart £27,174.03 £28,773.36 Simon Crisp 12/03/2019 1323
Mr Steve Vai The Garden Flat, 12 Reddiffer £35,750.00 £35,750.00 Anna Graham 15/05/2016 2354

e works orders

12 Works Orders for 4 Suppliers

+ Create
Logged Booked Supplier Description 4 Client Accounts Assistant Comy
30/03/2016 | 30/03/2016 Sink Leaking in Bathroom Sirman Crisp
31/0/2007 0 31/01/2007  Mario Brothers Plumbing, F.. | replace radiator Simon Crisp
15/00/2022  15/09/2022  Bobs Electrical Services, We... | Replace entrance security li.. ~ Simon Crisp

258/00/2022  29/09/2022  Able Maintenance, Londen Replace taps on cloakroom...  Siman Crisp

30/03/2016 @ 26/03/2016 Able Maintenance, London Repair Fence Anna Graham
15/09/2022  15/09/2022  Maric Brothers Plumbing, F.. | Repair leaking bath taps Anna Graham
10/10/2022  10/10/2022 Supply & fit security light at..  Anna Graham
1001042022 101072022 Repair broken handle on livi..  Anna Graham

e supplierinvoices

Pending Inveices

Amount Commission  Property Ent Key Contact Property Accountant Property Manager Property Office Client Accounts Assistant
£384.00 £0.00 2 Moncarvo Close Kian Kettlewell Kian Kettlewell Londan Simon Crisp
chine £108.00 £0.00 77 Glynde Maws Kian Kettlewell London Anna Graham
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4. Add client accounts assistant column(s) to grids

With the exception of supplier invoices, the column(s) first need to be added and saved to the grids shown

above

e A Client Accounts Assistant Name and/or a Client Accounts Assistant Code column can be added to
each grid above (except supplier invoices)

From grid where column needs adding:

e Right-click over the column headings, click Pick columns, select More, tick Client Accounts Assistant
Name and/or Client Accounts Assistant Code, then click Accept

e The new column(s) will be added to the far right side of the grid - click and drag the column heading to the
desired position

e Right-click over the column headings again and click Save grid layout

Double-click to view

Reference

LON160018
LON160010
LON140020
LON160011
LON 160004
LON160001
LON140023

Address

The Garden Flat

Flat 36, 13 Earls Court Square

76 Sloane Court East, London

1 Juniper Drive, London, SW18 1AY
15 Rutland Gate, Knightsbridge

1 Beaufort Gardens, Knightsbridge
17 Cld Church Street, Chelsea

Rent p/m
£3,256.93
£3,888.09
£3,910.71
£3,910.71
£5,866.07
£6,930.65
£8,600.48

Status

To Let - Unavailable
Tenancy Current - Unavail...
Tenancy Current - Unavail...
Tenancy Current - Unavail...
Tenancy Current - Unavail...
Tenancy Current - Unavail...

Tenancy Current - Unavail...

Client Accounts Assistant
Anna Graham

Anna Graham

Anna Graham

Anna Graham

Simon Crisp

Simon Crisp

Simon Crisp

Client Accounts Assistant Code
AGE
AGE
AGE
AGE
sTU
5TU
sTU

e  Grid functions can be used to sort, filter or group the grid by client accounts assistant

e To sort the list, click the column heading

7 Proper
Landlord
Mr Gerald
Find A Hor
Mr T Myles
Mr Aldis Hi
Mrs Gina B
Mr Timoth;
Mr C Lamp

e To filter or group, click to the right of the column heading (to view filter icon) for options to select
specific names or to group the list by name
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