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1. Overview of Property Manager

Property Manager is designed to assist letting agents and property managers in the day to-
day management of their rental property.

The software is designed to make light work of managing property accounts, maintaining key
property details, tracking and recording property maintenance schedules (e.g. gas or
electrical work), managing tenancy agreements, including payment schedules, storing
supplier details, generating standard letters (e.g. tenant statements), and recording and
tracking property insurance detalils.

These key activities can be accessed through the main menu, illustrated below:
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The home screen automatically shows all the events occurring across your property portfolio.
Through the alerts, you can easily see which items require your attention.

A brief overview of each menu is detailed below:
Property Details
The Property Details menu allows you to store and retrieve key information on each property

including:

Key building details
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Purchase details
Owner details
Inventory details
Utility details

Generate summary reports by building, flat or property including a summary of current
tenants, scheduled maintenance jobs, active insurance policies., property inventories and
owner details.

Generate property availability reports based on your tenant requirements.

Automatically generate property management agreements i that can be customised to
your requirements.

Automatically generate property brochures.

Property Maintenance Menu
The Property Maintenance Menu allows you to schedule and track property maintenance jobs
(or in fact any task), store supplier details and record quotations for work, as detailed below:

Maintenance Job Menu
Schedule and keep track of maintenance jobs by property including mandatory gas
inspections, electrical inspections and any other routine maintenance or task.

Produce various reports allowing you to see future maintenance schedules or
alternatively, maintenance history to date.

Produce reports of equipment requiring service (including frequency) 1 by property.
These are based on the property inventory.

Supplier Menu
Track all of your supplier details, including contact details, service levels and view
transaction history reports by supplier. keep track of which suppliers hold which keys.

Tenant Menu
The Tenant Menu is used to manage your tenants, including tenancy agreements, tenant
payments schedules, deposits and personal details such as references.

Key features include the ability to manage:

Tenant Enquiry details
Tenant, guarantor and reference details
Rental details including rent, deposit, contract start & end dates and utility meter details

Create and track custom payment schedules, for individual tenants, e.g. create a monthly
payment schedule.

Automatically produce tenant letters and reports including tenancy agreements, account
statements, overdue rent reminders, tenancy summary reports, payment history details,
reference requests, etc. You may customise our standard letters and easily add your
own.

Multiple tenancy agreements can be associated with an individual property, thereby
allowing for sublets i for example to students.
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Communicate with your tenants through Property Manager, emailing them statements or
other letters or send them immediate SMS mobile phone message through the powerful
Communicator screen.

Accounts Menu

The Accounts Menu allows you to record income and expense transactions against your
properties and tenants and then generate a variety of income, expense and profitability
reports:

Record income and expense transactions against individual properties and tenants.
Classify transactions by expense type (eg gas maintenance)
Classify transactions as either operating or capital expenditure

Produce various financial reports including:

A Tenant Payment Schedules (historic and future)

Income & Expense reports by property, tenant, month & expense type
Profitability reports by property & month

Capital Investment reports by property & month

The financial reports can be limited to retrieve details, specific to a
property, tenant, or time period.

> > > > >

Reconcile Property Manager with your bank statement through the built in worksheet and
reports

Insurance Menu
The Insurance menu allows you to manage a variety of insurance policies for your properties.
Minimizing the risk of policies expiring without alternative insurance being put in place.

Communication Menu

The communication menu allows you to easily generate your tenant and landlord letters and
contracts. In addition, you can email or send instant messages to your tenants, suppliers and
landlords.

Administration Menu
The Administration menu allows you to customise Property Manager as well as perform
critical routine maintenance such as backing up your data.

Other Features

Property Manager brings important information to your attention through the use of colour
coding. This allows you to immediately identify key information without having to wade
through the detail.

The home Diary screen allows you to see a consolidated view of important upcoming events,
across your entire property portfolio. For example, you can see what rent is becoming due,
tenancy agreements due to expire and maintenance jobs that are due to complete. Ata
glance, you can see the status across all your properties.

Property Manager provides detailed reporting within each of the menus, highlighting events
that are due to occur, such as a property becoming vacant. In addition, Property Manager
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will automatically generate all of your standard letters (eg tenancy agreements). The
Property Manager standard letters may be customised to meet your requirements.

Property Manager improves your productivity through simplifying the input of key data. For
example, dates are simply entered through a pop up calendar rather than requiring the
tradit 2089 . Al15

Copyright ©2010 Property Manager Limited
www.propertymanageronline.com



2. Quick Start

In order to get up and running as quickly as possible, we suggest that you follow these steps:

1. Setup Your Company Details.
Within the Administration Menu, select the "My Company Details" option and record
your trading name, address and contact details. These will appear in all letters and
statements that are automatically generated.

Within the Network & Email Setting screen, add your email details. These will be
used to send out any emails such as statements. If you use MS Outlook, you can
copy the settings from the Outlook Tools > Account Settings screen.

2. Add property details.
Before entering tenant, contract, accounting, maintenance or insurance details, you
need to add the property details (including owner details if you are an agent). This
allows the association, tracking and reporting of accounts, maintenance jobs, etc,
against an individual property.

3. Add Tenant details i including their reference and guarantor details if required.

4. Add Tenant Contracts
This will create a payment schedule by tenant, allowing you to track and manage the
receipt of rental income.

5. Record income and expense transactions as required.

6. Tenant and financial reports will be available based on the information entered.
See the tenant reports screen to generate invoices, statements and rent
reminders.

7. Add additional information as required, such as supplier details, maintenance
schedules, equipment inventories and insurance policy details.

8. The diary screen is a work bench that highlights events that need your attention.
Simply click on an event to be taken to the event update screen.
Hover the mouse over each event and you are shown additional details.

9. Use the Communicate Menu to communicate with your tenants, landlords and

suppliers via email or SMS. You can also generate all your standard letters such as
welcome letters or overdue rent reminders.
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3. Property Details

The Property Details menu allows you to setup, store and retrieve property specific
information, such as address, marketing, room, equipment, utility, landlord and purchase
details. All of your property details are immediately available, bringing together various
pieces of information in one place.

In addition, you may use the Property Search feature to identify suitable properties for
prospective tenants.

Property Details Menu
The Property Details menu includes the following options:

Maintenance
Tenants
! Accounts

Insurance

Administration

v

Q Communicate
?

©

Exit

Add New Property
To record your building or property details, select the Add New button.

Enter the property details in the blank boxes. Click on the i S3v8 putton, to save the
information that you have entered.
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At the top of the screen, you will see a number of tabs, which allow you to record and retrieve
additional property information:

Note: The amount you enter in the average rental income box will appear on the property
availability report. As such, you may wish to make this a monthly equivalent amount for all
your properties. That way, when searching for properties on rental amount, you will be
comparing similar periods.

To store a picture of a property, click on the © below a picture box and select the appropriate
image. Note: We suggest that images are saved in the JPG file format and sized to 160 x
160 mm in order to speed up the loading of the files. Property Manager creates a link to your
image files, thereby minimising the size of the database.

Click on the tabs to add additional details.

Record Marketing Details

Property Manager allows you to record marketing details for each property. Once added, you
can then generate a PDF brochure of each property. These can be emailed or given to
prospective tenants. Fill in the form, adding pictures and text.
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Summary Detail Room Details

Delightful 5 bedroom family home,
situated in the sought after borough of

The property enjoys 4 large -
bedrooms, one with an ensuite, 2
bathrooms, kitchen, lounge, study and
utility room. Private garden at the

rear.
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Pick any of the free columns from the control below @

Click Here To Choose Free Columns

(& @ Property Image

CopyRight By Property Manager

To add additional details to the brochure, click on the Free Columns button

Once the details have been added, click on the button. Only those items with
descriptions will be included in the brochure.
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