Reapit AgencyCloud 12.158
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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General

New Ul round-up: v12.158

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 12.158 to bring them
in line with previously redesigned screens

All existing functionality exists but with a refreshed look and feel

Drawing Area(s) on Map

The Drawing Area(s) on Map screen, used when reporting on properties and choosing to draw area(s) on a
map, now uses the new Ul format

From Power Reports:
e Select Property Report type for sales or lettings

e Select Area then click the drop-down menu and select drawn on map
For example, this report will return just sales properties registered at the user’s office that have the status
For Sale - Available that are within the custom area(s) drawn on the map (see next step)

New Property Report @ ® & =

Save Exit |

Property Report v
Pick Property Criteria

Office is cument office
Sales Status any of v For Sale - Available % v
drawnonmap % Click to draw custom areas

e The Drawing Area(s) on Map screen uses the new Ul format
Click on map to draw required area - if more areas are required, click Draw additional area
Click Accept when finished

Drawing Area(s) on Map

# Draw additional area
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Drag vertices to edit area boundaries Carical

Once the map area is complete - to draw another area, click Draw additional area (top left)

Page 2 of 30



Sales & lettings/rentals

Supplier 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 to provide supplier checklist functionality - the supplier checklist contains items
specific to your business requirements and applies when using the supplier approval functionality and adding a
new supplier - outstanding supplier checks can be flagged in the Organiser and also reported on

This functionality helps to ensure that specific processes and checks are being followed when a new supplier is
added and before they are approved

To enable this configuration option, contact Reapit Support

In future releases of AgencyCloud (available early 2023), further functionality will be added to enhance supplier
approval processes in conjunction with the supplier checklist

Configuration options for supplier checklists
Checklist items can be set to apply to:

e just core suppliers or just non-core suppliers, or both

For more information on core suppliers see Knowledge Base
o all offices or specific offices
e all supplier types or specific types

Users can be:

e prevented from editing or deleting a check
e required to add an attachment to a check
e prevented from marking a check as ‘not needed’

Each of the above configuration settings is set for each checklist item
When contacting Reapit Support to request supplier checklist configuration, please consider which settings are
required for each check
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1. Access supplier checklist

When adding a new supplier, when the supplier is marked as Unapproved, the supplier checklist can be
accessed and used

From supplier company record (legacy company screen):

e Click icon to right of Business type - which should be set to Supplier (Unapproved)

Company: Dawson Property Maintenance, London (LON22000011)

- Staff Supplier details
Company |bawson Property Maintenance |

Office | London | 8 Staff
Business Supplier (Unapproved) & Core Paul Dawson - Owner - m
Supplier Building & Maintenance On hold

Active | | (1D Check

[] Non-VAT registered

Flat or House Name |
No. | Address1 |1 | Long Street @ Description/Note
London

Postcode N19 1DS United Kingdom

Telephone | b: 02_0 7985_ 1122 _ [3|

If using the new company screen

e Click icon to right of Business type - which should be set to Supplier (Unapproved)

Company: Dawson Property Maintenance, London - LON22000!

[EI Documents

Company Dawson Property Maintenance Staff

Office London Paul Dawson - Owner - m: 07898 987654

Business  Supplier (Unapproved) [=

Supplier  Building & Maintenance . .
Relationships

Core On hold
Main Office Not set

Active Identity Check
Key Contact Not set

Non-VAT registered

Mobile Add ...

E-mail admin@dpm.co.uk ] Accreditations

+ Add another v Type Expiry Details
Public Liability 14/09/2023

Flat or house name

1 Long Street

London Payments and Terms Transactions

The new company screen (shown above) will be available to all users from AgencyCloud 12.160
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2. Supplier checklist

The types of check displayed is dependent on how your business have chosen to set this up

Supplier Checks

+ Add check =
Supplier bank details added Needed
Supplier reference 1 Needed
Supplier reference 2 Needed
Supplier Service Level Agreement added Needed
® Needed

Not Needed

Sent/Arranged

Completed

e Use the link to the right of the check to update the status of it

e Options offered are: Needed, Not Needed, Sent/Arranged, Completed
Configuration may prevent a check from being marked as Not Needed

e If your configuration settings allow:
e Click Add check to add further entries to the list
e Click the red cross to the right to remove a check
e Click into the field to edit the check title

e The paperclip icon beside the check allows you to attach associated documents - see 2a
If a yellow notepad icon is displayed beside the paperclip on a check, this check requires a document to
be uploaded before it can be marked as Completed

e The order of the checks can be changed - see 2b
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2a. Add/view check documents

Add check documents
e To the right of the check, click the paperclip icon to access Document Management

Document Management o X

Name Modified

Add

e Drag and drop your document over the above window, or click Add and browse to it

e When added, the Edit Document screen allows you to change the document Name and Type

Edit Document

Document Properties
Name Reference pdf

Type Letter

e Click Accept
The document is displayed in the Document Management window
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View check documents

From supplier company record (when using the new company screen):

e Click Documents (top left) and tick Include documents from checks

Company: Dawson Property Maintenance, London - LON22000011

[EI Documents

Document Management (m] [

Company  Dawson Pr + Include documents from checks @

Office London Source Name Modified

A
Business  Supplier (Ur Letter (2)

Supplier Reference.pdf 07/12/2022 5:31 PM
Supplier  Building & I ‘
Supplier Reference.pdf 07/12/2022 5:25 PM @
Core
Active
Non-VA
Business 020 798
Mobile Add ... @
E-mail admin@
< >
Flat or house name (i
1 Long Street
London Payments and Terms Transactions Payments

Nl oo

When using the legacy company screen, documents added to checks can be viewed by accessing the
checklist and clicking the paperclip icon beside the relevant check

2b. Change order of checks

e Hover mouse pointer over the check to move

Supplier Checks

~+ Add check
Supplier bank details added Neec
I Supplier reference 1 Neec
Supplier reference 2 Neec
Supplier Service Level Agreement added Neec

e Click and drag the double-headed arrow icon on left of screen to move the check

Hover over each check title to see details of when it was updated/completed in a tooltip
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3. Completed supplier checklist

When all items on the checklist are complete:

e Each item will display with a tick to the right of the check title

Supplier Checks

+ Add check =
v Completed @
v Completed @
v Completed @

v Completed

e The checklist icon will change to indicate it is complete
Legacy company screen

Company: Dawson Property Maintenance, London (LON22000011)

Company | Dawson Property Maintenance | Staff
Office | London | 8
Business Supplier 4| Core Paul
Supplier Building & Maintenance On hold
Active | | [m

[] Non-VAT registered

New company screen

Company: Dawsot

EI Documents

Company Dawson Property Maintenance Staff
Office London Pau
Business  Supplier [~
Supplier  Building & Maintenance X
Relatio
Core On hold
Main Of
Active Identity Check
Key Cor

Non-VAT registered

Once marked as complete, the supplier approval process should now be followed
In future releases of AgencyCloud (available early 2023), further functionality will be added to enhance
supplier approval processes in conjunction with the supplier checklist
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4. Incomplete supplier checks on the Organiser

Incomplete supplier 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 Supplier checks incomplete

Panel Setup v o

Panel header:

Overview

Offices to include:

London v
Pick categories to display: + New Category
&, Call Reminders ~

(%@ Follow ups
v @ Internet Registrations

v g Supplier checks incomplete

e Click tick (top right) to save Panel Setup

e The Supplier checks incomplete option is shown in the panel
- click entry to view the list
- right-click and select Full results to see more information in a grid

’J Vendors To Call 15 a
’J Landlords To Call 14
; Active Applicants - Lettings 23
& Active Applicants - Sales 29
& My Contacts 30
@ Internet Registrations 4
E-_ Supplier checks incomplete 1 o
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6. Report on supplier checks
A checks option is available when running a Power Report on company records

From Reports on main menu:

e Click Power Reports
Select Company Report type

Click Business Type, leave set to any of and select Unapproved Supplier
Selecting Unapproved Supplier ensures that new suppliers whose checklist is not complete are shown

e In Linked Records, click Checks

New Company Report @ ® &) e«

New Save Exit Sear
Company Report~
Hide Company Criteria
[ Active Buyer Solicitor ID Check
T Address
B Landlord Solicitor Landlord
Amended
= Negotiator Tenant Solicitor Referrals
= Office
i Registered Vendor Salicitor Tenant :
Compan .
pany Linked Records Vendor
T Branch i
Applicant
Business Type v Works Orders
T Company Name Buyer
Company Roles Show more ...
Applicant Solicitor Certifications E
Checks
Business Type any of v Unapproved Supplier > v :
[ |

e  Select any checks criteria to narrow down the search results, e.g. Status

Company Report~
Pick Company Criteria

Business Type any of ~ Unapproved Supplier v

Company has checks v
Hide Supplier Check Criteria

Added to system = Predefined check name
Amended = Status

= Amended by

Archive Date

T Name

Page 10 of 30



Example report

This report will return all company supplier records where the supplier is Unapproved and the Supplier bank
details added check is currently Needed or Sent/Arranged (i.e. it is not complete)

Company Report v
Pick Company Criteria

Business Type any of v Unapproved Supplier v

Company has checks v
Pick Supplier Check Criteria

Status any of v Needed Sent/Arranged v

Predefined check name any of v Supplier bank details added v
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Add carbon monoxide (CO) alarm/detector requirement &
location

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

The appliances screen (available on a lettings property) allows you to log whether a carbon monoxide (CO)
detector/alarm is required (and its location) for a selected appliance

This is in response to The Smoke and Carbon Monoxide Alarm (Amendment) Regulations 2022 which came
into force in England from 01/10/2022 - for further detail, see this information from gov.uk:
Smoke and Carbon Monoxide Alarm (Amendment) Regulations 2022: guidance for landlords and tenants

The ability to report on which properties do/don’t have appliances with CO alarms will be available in future
releases of AgencyCloud (available early 2023)

1. Access appliances screen
From lettings property, Attributes panel:

e Click edit (pencil) icon

Q Quick List The Garden Flat, 12 Redcliffe Gardens, South Kensington, SW10 9E

'@ Match E Journal (O]l Tenancy (1) Viewings and Keys )’ Works (3) see
The Garden Flat, 12 Redcliffe Gardens, South Kensi... y
Active @ Lettings v
Area South West London ")
Status To Let - Unavailable v
Landlord  Mr Gerald Downey Available From  15/05/2018 E
Mobile 07700 900217 0 A Pre-Instruction Checks Marketing E
E-mail gerald.downey@gmail.com E4
A
Rent p/m v £3,258.93
Next call 15/08/2022 set v Letting Fee g %" E
Tenant Mr Steve Vai Mgmt fee v !
Mobile 07700 9004743 0 Rent/Fee Details [
E-mail vai@passiontest.com V]
P Attributes @
1 Total Bed Furnished "
Relationships @ . otal Bedroom ® Furnishe ~

* 1 Single Bedrooms

Main Office London ~ » Flat v
Key Contact Kian Kettlewell .
Certificates EPC Rooms F
Property Manager Kian Kettlewell
Cliant ArrAninte Accictant  Anna (Graham h Absolutley charming 1 BEDROOM garden flat,

Page 12 of 30


https://www.gov.uk/government/publications/smoke-and-carbon-monoxide-alarms-explanatory-booklet-for-landlords/the-smoke-and-carbon-monoxide-alarm-england-regulations-2015-qa-booklet-for-the-private-rented-sector-landlords-and-tenants

e From Attributes screen, click Appliances, Insurance & Safety tab

General ~  Attributes Appliances, Insurance & Safety Licensing
- Appliances @
Description Quantity Make Model Serial Bought
Freezer 1 Indesit Turbo Cool 200 DF781924713758 04/07/2022
Fridge 1 Bosch Super Cool 500 PO87956387987 14/03/2022
Washing Machine 1 Whirlpool Ultra Clean 100 RE25897846513 13/12/2021
Gas boiler 1 Vaillant ecoFIT Pure 825 UK789632541LJK 14/11/2022

B Safety Checks, Certificates, Insurance & Warranties

Current Certificates Only @

Type Start Date End Date Policy Number  Supplier Ce
Gas Safety 22/08/2022 21/08/2023 RE78912354 Safe Gas N
Electrical Safety 13/06/2022 12/06/2023  985214796H) Bobs Electrical Services Le

Click Certificates button to skip straight to Appliances, Insurance & Safety tab in Attributes
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2. Add CO alarm requirement & location

From Appliances panel:

e To add a new appliance, click o(top right) or double-click an existing one to edit it

General ~  Attributes Appliances, Insurance 8 Safety Licensing
- Appliances @
Description Quantity Make Model Serial Bought
Freezer 1 Indesit Turbo Cool 200 DF781924713758 04/07/2022
Fridge 1 Bosch Super Cool 500 PO87956387987 14/03/2022
Washing Machine 1 Whirlpool Ultra Clean 100 RE25897846513 13/12/2021
Gas boiler 1 Vaillant ecoFIT Pure 825 UK789632541LIK 14/11/2022

Lz Safety Checks, Certificates, Insurance & Warranties

Current Certificates Only @

Type Start Date End Date Policy Number  Supplier Ce
Gas Safety 22/08/2022 21/08/2023 RE78912354 Safe Gas N
Electrical Safety 13/06/2022 12/06/2023 985214796H) Bobs Electrical Services Lz

e With the correct appliance selected:
- Tick CO Alarm Required

- Enter CO Alarm Location
When CO Alarm Required is ticked, a location must be entered in order to save the appliance

Appliances o X
+ Add Another B B

®

Description IC-B" Make  All (-F) Model

kel .

Diswasher go Serial Number | UK789632541LIK

Freezer Bosch
i

Fridge Vaillant Quantity 1

Gas bailer Bought on 1471172022 [F

Gas fire Warranty expiry 13/11/2024 [

Kettle Capped

Toaster

+ O Alarm Required
Washing Machine

CO Alarm Location  Utility room

Notes

e Click Save (top right)

For more information on using the appliances screen, see Knowledge Base

Page 14 of 30



Expiry date on agreement renewal options on
tenancy/renewal screens - 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 an expiry date to be set on selected agreement renewal options
(agreement renewal options can be set via the tenancy and renewal negotiation screens)

When viewing tenancy/renewal information in a grid and/or reporting on tenancies/renewals, an agreement
renewal expiry column can be shown in the grid/report results

Merge codes have also been added to the Letter Template Editor to allow the agreement renewal expiry date to
be pulled into letters and emails

To request that expiry date(s) are added to specific agreement renewal options, contact Reapit Support

1. Add renewal option & set expiry date
Agreement renewal options can be set via the tenancy and/or the renewal negotiation screens

From tenancy/renewal negotiation:

Click Agreement tab
In Renewal Option panel, click options button to right

e When an option is selected that has been configured with an expiry date, the Expiry Date field will
display at the top

Tenancy screen

Mr Steve Vai - The Garden Flat, 12 Redcliffe Gardens, South Kensington, SW10 9BH - Registered 18/03/2016 - LON160006

Details Financial & Renewals Agreement Pre-Tenancy Management Post-Tenancy [E Letters & print

Renewal Option Expiry Date  28/09/2023 [ @ Activity Feed >

Conditional Right to Re
Further Option to Renew: onditional Right to Renew

If the Tenant throughout the Second term of the Tenancy has paid the Rent payable under the Agreement, | ® Further Option to Renew

has performed and complied with all the Tenant's covenants under the Agreement and wants to continue Notice to end a Statutory Periodic

the Tenancy created by the Agreement for a further period of one year from the expiration of the Second Option subject to test

Term and the Tenant or his agent gives to the Landlord or the Agent two months prior notice in writing on Option to Renew N
or before the month Rent review clause

Break Clauses @ Yes

16/11/2022 by Kian Kettlewel

Renewal negotiation screen

Renewal Negotiation (Negotiating) - RPT160005

Renewal Details Agreement IE Letters I
Renewal Option Expiry Date 1/ =) é) Activity Feed v (
Further Option to Renew: Conditional Right to Renew

If the Tenant throughout the Second term of the Tenancy has paid the Rent payable under the Agreement, has @ Further Option to Renew

performed and complied with all the Tenant's covenants under the Agreement and wants to continue the Tenancy Notice to end a Statutory Periodic

created by the Agreement for a further periad of one year from the expiration of the Second Term and the Tenant or Option subject to test H

agent gives to the Landlord or the Agent two months prior notice in writing on or before the month Option to Renew
Rent review clause
Break Clauses <_+_> 5 01/11/2022 €:30 PM - Property

Inspection: 77 Cadogan Place, L
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2. Viewing expiry date in tenancy/renewal negotiation reports & grids

After running a tenancy or renewal negotiation report or viewing a tenancy or renewal report grid, the
agreement expiry date can be added and saved on both tenancy and renewal negotiation grids

From tenancy/renewal negotiation grid:

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

D
]

New Renewal Negotiations == L.

Outstanding

Qutstanding checks

Property Tenant Ceas Maw Dot gotial
Periodic comment
pportto ’ fon et

Periodic reason

1 Juniper Drive, London, SW18 1AY ~ Mr M Barng ) an Kett
Pick columns > Periodi iew dat
The Garden Flat Mr Steve V4 erlodic review date an Kett
Save grid layout P
15 Rutland Gate, Knightsbridge Ms Carrie Of roperty manager an Kett
Reset to default Property office
Convert to currency > Reference
References
Autosize column
® Renewal Expiry

Autosize all columns
® Rent Increase
Autosize all columns to fit screen

® Short property address
Start date

® Status
Ton Anron Bacniund

e The new column is added to the far right side of the grid - click and drag the column heading to the
desired position
Right-click over the column headings again and click Save grid layout
The column will show when using this type of grid again - grid functions can be used to sort or filter by
date
- To sort the list, click the column heading
- To filter the list, click to the right of the column heading (to view filter icon, shown below), enter the dates
to filter by and click Update

Manage Renewals - 4 listed o X
Tenant Ten Upd 4 Ten Upd...  Renewal Expiry Landlord Lid Upd Lid Upd D...
AY MrM Barnes and...  Agreement ch... 05/12/2022 16/01/2023 . 2022
Renewal Expiry
Mr Steve Vai Agreement rec...  05/12/2022 30/03/2023 2022
01/01/2023 to 30/04/2023
i Ms P Scudamore Agreement sent  05/12/2022 27/01/2023 2022
Ms Carrie O'Key a...  Pending refere...  08/09/2022 10/04/2023 Update Clear 2022
< >
Filtering: Renewal Expiry between 01/01/2023 and 30/04/2023 4/6 tenancy renewals listed

Filters: Days since last update 0

Negotiator Select ...

The example shown above is a renewals grid - seen when accessing renewals via the Organiser
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3. Merge fields for use in letters & emails

A merge field has been added to the Letter Template Editor (LTE) for use in letters and email templates

From LTE:
]
Word document <Tenancy.RenewalExpiryDateMergeText>
]
field to Word document <Renewal.Renewal ExpiryDateMergeText>
]

AgencyCloud Letter Template Editor

File Home Insert Draw Design Layout References Mailings Review View Help
jocument to an AgencyCloud templat —
Xz T :‘,_1‘-..-.‘-“.‘ weyCloud tem z) . EqD Calibri (Body) v 11 - — /%/ p @
) pae B [B] T U ox XA Paragraph | Styles | Editing | Dictate
2. Drag and drop felds into document v A £« A par AN v - "
- Undo Clipboard R Font 1] Styles Voice Sensitivity
Select Types %
e = [Z1PDForXPS =g Paragraph  [Z] OnePage EE MultiplePages [ PageWidth [E5 Align~  a Strikethrough
Referral i
Tenancy L P R N R R e N L 2 T - BT O
H
4 Renewal
Agent's Split
Allowances Letter Text
Annual Rent S
Break Clauses Letter Text
‘Commission ]
Exchanged 3

External Agent Commission
Fixed Commission 3
Fixed Fees Payable 1
Fixed Management Fee
Four weekly Rent
Landiord Agreement Received
Landlord Agreement Sent '
Landlord Chased
Landiord Letter Received
Landlord Letter Sent ~
Landiord Terminated
Management Fee 1
Monthly Rent
| Negotiator
Reference Code E
References Status 1
References Updated F
Renewal End

Renewal Opti i
Renewal Start | DisPlays renewal expiry date 1
Rent 3
Rent Increase %
Rent Period

Rent Period 4
Rent with period 1
Responsibilities Letter Text d
Status -

3. Save template

[ configure Preview ] [ Preview ]

[_save to this computer | [ Distribute template |

Section: 1 Page 10f 1 9 words

The merge codes can be used in a letter or copied and pasted into an email template

Tenancy merge code: <Tenancy.RenewalExpiryDateMergeText>

Renewal negotiation merge code: <Renewal.RenewalExpiryDateMergeText>

& @

Editor

Editor

For renewal negotiation code, expand Renewal, locate Renewal Expiry Date field, then click and drag

For tenancy merge code, expand Tenancy, locate Renewal Expiry Date field, then click and drag field to

1 Comments

Reuse
Files

Reuse Files

= < Format Painter

[  English (United kingdom) [& Display Settings [, Focus

For more information on using the Letter Template Editor, see Knowledge Base
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Tenancy alerts on tenancy arrears & reports grids

This guide has been reviewed against our global client base and classed as relevant to all regions
Tenancy alerts can be seen when viewing tenancies in arrears and running tenancy reports
For information on adding a tenancy alert, see Knowledge Base
1. Display the tenancy alert column
The Tenancy Alert column needs to be added & saved to the arrears and/or the tenancy reports grid
Tenant Arrears
From main menu, click Lettings/Rentals and select Chase Arrears:

e Ensure grid is set to show Tenants arrears (top right)

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

Arrears - 9 Tenants

Filters Older than Ijl days Amounts over £0.00 All Arrears @Tenants O Landlords

Tenant I save grid layout Outstanding Full Amount From Days Items Has Guarantor Last Letter
Mr K Alonso Reset to default reet, Chelsea -£153.33  -£8,820.00 31/01/2017 2135 1 No
Mr Adam Arms  Set filter as default Street, Chels  £7,496.67  £7,496.67 18/03/2022 263 1 No 23/11/2016
MrMBamesal currency ondon, SW1t £18,604.00 £18,604.00 06/09/2019 1187 7 No
Mrs H Harbingt 2. Kniahtshric  £14.466.67  £14,466.67 25/02/2021 649 2 No
Mr James Hetr| [T Y v Client Accounts Assistant ~,850.00 19/05/2016 2302 1 No 23/11/201¢
Mr Noah Jones  show yes/no as image v Days ,200.00 25/02/2021 649 2 No
Mr James Mad\ Autosize column v Follow up ,000.04 23/01/2016 2509 12 No
Ms P Scudar.no Autosize all columns v From ,773.36 12/03/2019 1365 8 No
Mr Steve Vai Autosize all to fit screen v Full Amount ,250.00 15/05/2016 2396 11 No
B‘ Export to » v Items
v Key Contact
v Last Letter
v Office
v Qutstanding
v Property
Property Administrator
[ T| Property Manager ‘ T‘
v Role
Date Description Full Amount Show notes
16/03/2016  Tenancy Receipt Ref: Alonso rent pay ¥ Tenancy End 3 £9,000.00
31/01/2017 Addendum for new dog v Tenancy Start 0 £180.00
v Tenancy Status
v Tenancy Type —
v Tenant Print Exit
More ... TTEOp/W] VITRODETT BIAaNChe FENAIg ag
Cancel 016 Ms P Scudamore Awaiting ref
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Power Report

After running a tenancy Power Report, from the results grid:

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

New Tenancy Report ¢ oo

Property Client Ai

The Garden Flat

Flat 36, 13 Earls Court Square
76 Sloane Court East, London
17 Old Church Street, Chelsea
15 Rutland Gate, Knightsbridge

4+ A it 4 T. 4
Export to >
Anna G
nna s Pick columns >
Anna Gra
Save grid layout
Anna Gra
i Reset to default
Simon Crf
Simon Crf

Convert to currency >

Autosize column

Autosize all columns

Autosize all columns to fit screen
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Management Fee
Manager code
Manager name
Notice received
Periodic comment
Periodic reason
Periodic review date
Property manager
Property office
Reference

Renewal Expiry
Rent p/m

Role

Short property address
Start date

Status

Tenancy Alert
Tenant

Tenant full address
Tenant phone

Tenant short address

Type

More ...

[ p/m

£3,476.
£3,888.
£3,910.
£8,690.
£5,214,




2. Save new column and use grid features to sort/filter

After adding the Tenancy Alert column:

e The new column is 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

e The column will now show when using this type of grid again - grid functions can be used to sort or filter
by content
- To sort the list, click the column heading
- To filter the list by content, click to the right of the column heading (to view filter icon, shown below)

Tenant Arrears

Arrears - 9 Tenants
Filters Older than lj| days Amounts over All Arrears @Tenants O Landlords
Tenant Tenancy Alert Property Outstanding Full Amount From Days Items
Mr K Alonso 17 Old Church Street, Chelsea, -£153.33  -£8,820.00 31/01/2017 2135 1
Mr Adam Armstrong Flat 8, 17 Hasker Street, Chels  £7,496.67 £7,496.67 18/03/2022 263 1
Mr M Barnes and Mr O Smith Mr Barnes is currently in hos 1 Juniper Drive, London, SW1{ £18,604.00 £18,604.00 06/09/2019 1187 7
Mrs H Harbinger 7 Cadogan Square, Knightsbric  £14,466.67 £14,466.67 25/02/2021 649 2
Mr James Hetfield Contact with tenant by emai 12 Thames Quay, Chelsea Har  £5,850.00 £5,850.00 19/05/2016 2392 1
Mr Noah Jones 72 Redcliffe Square, London.,  £11,200.00 £11,200.00 25/02/2021 649 2
Mr James Maddison 77 Cadogan Place, London, SV £45,506.04 £182,000.04 23/01/2016 2509 12
Ms P Scudamore 17 Carlyle Court, Chelsea Hart  £27,174.03  £28,773.36 12/03/2019 1365 8
Mr Steve Vai The Garden Flat, 12 Reddliffe ¢ £24,250.00 £24,250.00 15/05/2016 2396 11
[ D
Date Description Outstanding Full Amount Show notes
16/03/2016 Tenancy Receipt Ref: Alonso rent payment -£333.33 £9,000.00
31/01/2017 Addendum for new dog £180.00 £180.00 . .
Print Exit
Power Report
New lenancy Report & e
Property Tenant Tenancy Alert Y Status
1 Juniper Drive, London, SW18 1AY  Mr M Barnes and Mr O Smith Mr Barnes is currently in hospital - speak to Ms Ba  Tenancy Curr:
The Garden Flat Mr Steve Vai Tenancy Curr|
76 Sloane Court East, London Mr S Davies Tenancy Curr,
17 Old Church Street, Chelsea Mr K Alonso Tenancy Curr|
15 Rutland Gate, Knightsbridge Ms Carrie O'Key and Mr Toby LeRone Tenancy Curr,
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Link reference/guarantor to an individual tenant when
arranging tenancy

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

When a tenancy has multiple references/guarantors, such as in the case of shared accommodation or a student
let, references and/or guarantors can be linked to an individual tenant at arranging tenancy stage

Prior to this update, there was no facility at arranging tenancy stage to do this, references/guarantors would be
assumed as being for the lead applicant

For more information on adding a reference/guarantor, see Knowledge Base
1. Add reference and/or guarantor

At arranging a tenancy stage, tenant details are held on an applicant record, therefore the applicant screen is
used to create the links to the references/guarantors
In this example, the tenancy will have three tenants

From applicant, Relationships panel:

e Click 0 and select References / Guarantors

Mr T Bayliss - Reg

'@' Match & Journal &1 Tenancy (2) Viewing wee
® Individual Company b ) -
Active 08/01/2023 v/
Mr T Bayliss
Status General
Identity Check Marketing Consent v
Source Reapit Website
Mobile 07700900798 U~ Nextcall  15/12/2022 set
Home Add . Archivein 2 weeks v
E-mail bayliss@bayliss.com V]
+ Add another h

Requirements

911A Fulham Rd, Fulham, London, SW6 5HU Rent | £6,518 to | £13.036

Extra Applicants » 2+ Total Bedrooms

5 @

» Flat
L Mrs Gina Bellman - e: gina@bellman.co.u...

L Miss Amelia Wright - m: 07836 987654; e1...

® Area: Group South West London

®

Relationships

Create Rela hip
Main Office London

Office
Key Contact Kian Kettlewell

Negotiator

Relocation / Introducing Agent

References / Guarantors
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e In References or Guarantors panel, double-click Add

References/Guarantors X

Mr T Bayliss
y &) Bank A/C Enter ...
Identity Check Marketing Consent References  Reference Check
Flat or house name Add ..
911A Fulham Rd
Fulham
London
SW6 5HU United Kingdom v Guarantors
Address type  Home Address Add ...
Mobile 07700 900798 D
Home Add ...
E-mail bayliss@bayliss.com V]

+ Add another

e The Search contacts screen is displayed - search for the required contact
If not found, click Add to add a new contact record

e The Reference/Guarantor screen is displayed with the selected contact details added
e For areference, see next step
e For a guarantor, see step 3

Page 22 of 30



2. Create link to tenant on
reference Reference

From Reference: ® |ndividual Company

e Click Linked Mr 'S Cromwell
contact

) Identity Check @ Marketing Consent v

The tenant names
from the applicant
record are displayed
e Select the tenant 12 Elthiron Rd
name who the
reference is for

Flat or house name

Fulham

SW6 4BN United Kingdom

Mobile 07700 900089
Home Add ...
E-mail cromwell@cromwell.com

4+ Add annther

Reference type Character Reference
Status Apply for reference ...
Linked Contact Select

Mrs Gina Bellman

Mr T Bayliss

Miss Amelia Wright
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3. Create link to tenant on
guarantor

From Guarantor:

e Click Linked
contact

The tenant names
from the applicant
record are displayed

e  Select the tenant
name who the
guarantor is for

Guarantor

® [ndividual Company
Mr  Connor Wright

) Identity Check

Flat or house name
3 Peterborough Road

Parsons Green

Postcode United Kingdom

Mobile 07064672921
Home Add ...
E-mail cWright@hotmail.com

4+ Add annther

Status Applied For
Linked Contact Miss Amelia Wright

@ Marketing Consent v

Mrs Gina Bellman

Mr T Bayliss

Miss Amelia Wright
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3. Reference/guarantor linked to tenant

The References/Guarantors screen shows details of the references and guarantors added with the linked
tenant name shown in brackets

e Inthis example, all three tenants have individual reference details entered and one tenant has a

guarantor
References/Guarantors X
M T Bayli
' aylss ) Bank A/C Enter ...
Identity Check Marketing Consent v References  Reforence Chock

Mr S Cromwell (Mrs Gina Bellman)
Miss Victoria King (Mr T Bayliss)

Flat or house name

911A Fulham Rd Mr Gerald Downey (Miss Amelia Wright)

Fulham Add.

London

SW6 5HU United Kingdom ~  Guarantors

Address type  Home Address Mr Connor Wright (Miss Amelia Wright)
Add ...

Mobile 07700 900798 D

Home Add ...

E-mail bayliss@bayliss.com ]

+ Add another

The Relationships panel on the applicant record also shows these details

e Click the Reference/Guarantor link/icon for a shortcut to the References/Guarantors screen
(shown above)

Relationships +)
Main Office London

Key Contact Kian Kettlewell

Reference Miss Victoria King (Mr T Bayliss)

Reference Mr Gerald Downey (Miss Amelia Wrig...
Reference Mr 5 Cromwell (Mrs Gina Bellman)
Guarantor Mr Connor Wright (Miss Amelia Wrig... &=
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Mark works orders as 'invoice not required'

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

A works order that does not require an invoice can be identified - works order grids can display whether an
invoice is required, plus reporting options are available

1. Identify works orders that do not require an invoice

From works order:

e Tick Invoice not required
This action removes the ability to Post invoice to accounts

+ Documents
Works Order s 0
Status Raised Booked On | 05/10/2022 |5 Modbili
Work Type Electrical Safety Required By | 28/10/2022 [=] Busing
Reported By Tenant Completed I = E-mail
Booked By Kian Kettlewell  Invoice not required
Priority Medium
Works Details ®» K
Work Title Install security light at front door 13 Par
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2. View works orders that do/do not require an invoice in works order grids

After running a works order report or viewing a works order grid, an Invoice Required column can be added
and saved

From a works order grid:

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

o Booked uild Version 31
Booked by code
+ Create ® Booked by name T Refresh | % Print
Chase Days
) o
Logged  Booked  Supplier ‘ o Client Accounts Assistant Name [tAmount  Booked by Status
05/10/2022  05/10/2022 Dawsonp{ >ave grid layout £5000  Kian Kettlewell | Pending approval
® Completed
10/10/2022 10/10/2022 FEvansEleq  Resetto default £15000 Kian Kettlewell  Pending approval
® Description
30/03/2016  30/03/2016  Able Main|  Set filter as default v £000  Kian Kettlewell  Pending quote
30/03/2016  28/03/2016  Able Main Estate Unit £15000  Kian Kettlewell  Pending approval
Convert t >
30/03/2016  26/03/2016 Able Main| o o e Full property address E0.00  Kian Kettlewell  Pending quote
29/09/2022  29/09/2022  Able Main|  pick columns N Gross Amount £25000  Kian Kettlewell  Pending approval
10/10/2022 10/10/2022 Able Mainf g oo image ® Invoice Required £10000  Kian Kettlewell  Pending approval
20/10/2022 26110/2022 AbleMain| Key Contact £50.00 | Kian Kettlewell  Pending approval
15/09/2022 | 15/09/2022 _ Bobs Elec Landlord emai £12000  Kian Kettlewell | Raised R
< Autosize all columns andlord emal >
Autosize all to fit screen Landlord Full Address
Property Landlord name Not linked to invoice
Export to >
Supplier Landlord phone
. Landlord Short Address
Description
® Logged
Status Raised, Pending quote, Pending approval, Quote Accep e every X days
® Net Amount
® Priority
® Quote Summary
Reference
Reported by

e The new column is 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

e The Invoice Required column will show when using this type of grid again - grid functions can be used to
sort, filter or group
- To sort the list, click the column heading
- To filter or group the list, click to the right of the column heading (to view filter icon, shown below) and
choose to Group by Invoice Required or filter by Yes/No

12 Works Orders for 5 Suppliers. o X
~+ Create < Refresh 5 Print
Completed Net Amount  Booked by Status Required by Invoice Required Property 2
en shed £50.00 Kian Kettlewell Pending approval 21/10/2022  No . ) else
Group by Invoice Required
urity light at... £150.00  Kian Kettlewell Pending approval 26/11/2022  No
v £0.00  Kian Kettlewell  Pending quote 31/03/2016  Yes (Select All)
3athroom £150.00  Kian Kettlewell Pending approval 04/11/2022  Yes No
£0.00  Kian Kettlewell Pending quote Yes Yes
cloakroom... £250.00 Kian Kettlewell ~ Pending approval 28/10/2022  Yes ¥ - out
andle on livi... £100.00  Kian Kettlewell Pending approval 05/12/2022  No The Garden Flat
door handle £50.00  Kian Kettlewell Pending approval Yes 77 Glynde Mews, Walton Street
e security li... £120.00  Kian Kettlewell Raised 15/09/2022  Yes 17 Carlyle Court, Chelsea Harbour
< >
Property ® Quick Full +Archive Not linked to invoice
Supplier ® Quick Full
Description
Status Raised, Pending quote, Pending approval, Quote Accepted, Landlord to complete, Raised - Chase every X days
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3. Report on works orders that do/do not require an invoice

An Invoice Not Required option is available when running a Power Report on works orders

From Reports on main menu:

e Click Power Reports
Select Works Orders report type

Select Invoice Not Required plus any other criteria options required

New Works Orders Report

Works Orders Report ~
Hide Works Orders Criteria

— Booked By = Invoice Status

[ Booked Date [ Logged Date

[# Completed Date +/= Net Amount

+/= Estimated Cost = Priority

[ Invoice Not Required = Reported By

[ Invoice Paid Date [E Required By Date

e Selectis true oris false

= Status

= Work Type

T Works Title

Linked Records
Property

Works Orders Report v
Pick Works Orders Criteria

Invoice Not Required s true
is true

is false
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Example report

This report will return all completed works orders where an invoice is not required

New Works Orders Report @ ®

New Save Exit

Works Orders Report ~
Pick Works Orders Criteria

Status any of v Completed v

Invoice Not Required s true v

A works order report results grid can also show the Invoice Not Required column

After running a report, add & save the column to the grid, as outlined in step 2
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Block Management content™*

Period start date (not invoice raised date) used when raising
invoice - configuration option (block management)

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

A configuration option is available which allows invoices to be raised (via the Prepare Service Charge Invoices
daily process) with the period start date as the invoice date, rather than the date the invoice was raised

This allows arrears to be chased correctly, based on the actual invoice due date, rather than incorrectly chasing
arrears based on when the invoice was raised

To enable this configuration option, contact Reapit Support

This function is already available when using AgencyCloud Client Accounts functionality
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