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Introduction
This manual provides guidance for creating and maintaining service charge schedules.

The major sections of this guide cover the following points.

. Creating the record structure

« The creation of service charge schedules
. Posting income to a schedule

« Posting expenditure to a schedule

. Balancing schedules

« Accounting periods

« Reports

The following user guides are also obtainable from CFP. The reason these documents have
not been included in this guide is because they are not specific to service charge users.

. Section 166 Legal Notices
An in depth guide to creating Section 166 Notices.

. Expenses Settled by retention
An in depth guide relating to the ability to use landlord retained monies
to pay outstanding expenses without the need to pay the landlord.

« Charge Interest on Arrears

An in depth guide relating to the ability to charge interest
at various rates, for late payers of outstanding invoices.
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Getting Started

Creating Units

Users who wish to add a Commercial Property with Units or a Block of Residential Properties will need to
first create a Head Property within CFPwinMan. Once a Head Property has been created the user will be
able to add any number of Apartments, Flats, Offices, Shops and Units which then occupy or exist within
the Head Property itself.

Before creating a head property the user must ensure that a Commercial Status for properties exists within
the system. User Defaults contains a Status/Type button which launches the Status Definitions form.
This form is used to create or modify the statuses within CFPwinMan.

The user must select

Gid Status Definitions

the Property checkbox

Order |Status Diescription Listings |Commercial = to view the statuses
(" Landlord
3 |LETOMLY Let Only 7 [ h iated
3 MARNAGED Fully Managed Property 7 [ that are associate
7 [GROUND RENTS  [Ground Rents Oy | r with properties
8  |BLOCK - RESI Residertial Block I ~ £ Tenancy prop
9 |COMMERCIAL Commercial Property |l |l ™ Tenant
10 |ESTATE Commercial Estate |l | H
11 |INSPECTION Commercial with Inspectic] ) v ) Cortractor The user will be able
o7 |OTHER AGEMT  |Let by Another Agent r r ™ Fee Type to add a new or
95  |ORPHAMED COrphaned properties [l [ f" . ..
59 |ARCHIVED Froperty Archived I MNe— Management Company modify an existing
o » status. A Commercial
Allovy status to be
| [ | [ List [ Commercial ' et anly from this list checkbox can be
sod | Close | Warn hetore setting selected to specify a
v record with accounts
to an Archived Status property status as

Commercial.

Once a property status has been identified in this way the user can proceed to create a Head Property.
In order for any property to exist within the system the Landlord of the property must first be created.
The Property Information Form can then be loaded and the New Button selected to create a record.

kil CFPwinMan sdb {4.4.0.3) - Block M inagement database - [Property P1103]

File  Information Reporting  Postgigs  Miscellaneous  Defaults  Window  Help  CFP Sales Only |Branch Settings

QDEUIRCHWIE*%e BT

Information
Status
‘ Landiords Code |P1103 Available Date - ﬂ |EDMMEF|EIAL j Ground Rent
. Standardl Date Added [15/05/2013 [+ v Head Property o
) Link to Head Propgrh Landlord <Change:
Properties #dhess |The Super Block PAT Test =1 {1 oy | i3 o 2 F
1 Smi A
|The Super Block Gas Cert Due i ﬂ P .
B Tenancies |Super Estates Fire Alarm Insp hd ﬂ ,m
—_ | Froperty Inzp. - ﬂ
“ Applicants |Supert0n WAT Mo
Posteode |5U13 BYH Cazh Account | Mon-Cagh
:. Conftractors Branch |HD j Dept |E0mmercial De j Fee Eamer|andy Gray j Lease Details

The user can then fill in the address details of the Block or Commercial Property. The Commercial Status can
then be selected in the Status Dropdown box, followed by the selection of the Head Property checkbox.
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The property information form can then be saved, whereby a confirmation message will appear regarding
the creation of a head property. A Unit Management tab will then appear in the lower section of the form.

kil CFPwinMan sdb {4.4.0.3) - Block Management database - [Property P1103]

File  Information Reporting  Postings  Miscellaneous  Defaults  Window  Help  CFP Sales Only |Branch Settings

QLS CEWICAHeET

Information

Status
‘ Landlords Code |P1103 Awailable Date | = ¢l |COMMERCIAL  +| Ground Rent
] Standard ] Date Added [15/05/2013 [+ v Head Property
) Landlard <Change:
Properties Address |The Super Block PAT Test A ﬂ '—_| 2
Gas Cert Due hd ﬂ Mr Smith T
|The Super Block Mgmt Ca <Change>
\\a Tenancies |SuperEstates Fire Alarm Insp hd ﬂ Nore -
P | Froperty Insp. b ﬂ Units
“ Applicants |Supert0n WAT Ma. :|v
Posteode |SU13 6vH Cash Account M
:. Coniraciors Branch |HD j Dept |E0mmercial De j Fee Earner|Andy Gray j Leaze Details

. l . munls Detailz ] Images ] Descriptions ] Inventary ] Fees ] Motes ] Letters ] Crevnership ] Ltilties ] Wiarks ] Mobile Agent l Commercial Insurance ] Link=s ]I 3
Unit Code |Unit Address |Un\t Company Mame |Unit Tenancy |Unit Lease Renewal | Add Mew Units
g Susted | | | 7'y

|
n Deposit.... A |
|
|

/ Mobile Link. Existing Proprty As Unit
|. - I Agent
Import

This is where the user adds the Apartments, Flats, Offices, Shops or Units which occupy or exist
within the head property. For ease of reading these will be referred to as Units from this point on.
The user will able to select the Add New Units button to add any number of units to the head property.

The Add New Units form is then shown, from which the user can add the following information:

Add new units

How many Units are required.

Add 10 units

The starting Property Code, which will be Code |P1104
incremented as each unit is added. Unit Prefix IW

The Unit Prefix, such as Flat or Shop. Starting Mumber | 100

. . . ) £ Dotz " Evens {* Bath
The Starting Number, which will be incremented
Addrezz Apartment 100 The Super Block

as each unit is added. The ability to only —_
increment Even or Odd numbers is provided. |The Super Block
The form also provides an overview of how |Sumer Estates
the first units address details will appear |
after creation. These address details can be |Surrler1':'n
modified. The modifications will appear on all unit Im
records once the creation of units has occurred.
Add Units | Cancel

Once the user has filled in the form the Add Units
button can be selected to create the units.
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Once the units have been added, the Unit Management tab will list them. The ability to then Remove units
will be provided. The ability to Link Existing Properties as Units is also available, providing the properties
exist under the same landlord as the Head Property. The buttons in the bottom right corner are provided for

these purposes.

Status
Cade [P1103 Available Date | [+/ ¢| |commERCIAL  ~| [ Ground Rent |
Standard | Date Added [15/05/2013 = W Head Prapetty
Landlard <Change>
Address |The Super Block PAT Test =] _f] T = =
1J Smi A
|The Super Block Lias Cert Due =] 1] Mamt Co «Change>
|SuperEstates Fire Alarm Insp ha ﬂ |None j
| Froperty Insp. - ﬂ Unitg
|Superton YaT Mo, |.f3«partment 100 The Su ﬂ
Posteode |51U13 EvH Cash Account | Mon-Cagh |
Branch |HD j Dept |Commercial De j Fee Earmer|&ndy Gray - Lease Details

Details ] Images I Descriptions ] Inventory I Fees I Motes ] Letters ] Crwynership I Litilties I Works ] Mahile Agert  Unit Managernent lCommerciaI Insurance ] Links ]I 3

Urit Code Urit Address Urit Company M arme Uit Tenancy Urit Leaze Fenswal Add Mew Units |
P1104 Apartment 100 The Super Block W H Smyvthe Mr Trowy McClure |

P1105 Apartmert 101 The Super Black Toys R Naff Mr 1. 5. Fletcher Remave Unit :I
P1108 Apartment 102 The Super Block (it 25 v L
P1107 Apartment 103 The Super Block

P1108 Apartment 104 The Super Block Service Charge Administratiorﬁ{
P11039 Apartment 105 The Super Block

P1110 Apartment 106 The Super Block

P1111 Apartment 107 The Super Block

P1112 Apartment 105 The Super Block

P1113 Apartment 109 The Super Block

As the tenancies are created for each unit, the form will list the tenancies on the Unit Management tab.
The user can double click on the Unit tenancy column to drill down to the tenancy information form.
The Unit Address column can also be double clicked to drill down to the Unit Record.

The user can create service charge schedules to be charged to all occupied units. The process of drawing up
these schedules is carried out on the Service Charge Administration form. This form can be loaded by —
selecting the Service Charge Administration button. The section of this user guide entitled Getting Started,
which follows this chapter, will provide guidance in this area.
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Commercial Insurance
Each property and unit in the system with a Commercial Status contains a Commercial Insurance tab.
This tab enables the user to specify any insurance policies that are in place.

Status
Code |P1097 devailable Date | [+ ¢! |commERCIEL  ~| [ Ground Rent |
Standard l Date édded |07/05/2013 |« v Head Property
Landlord <Change>
Address |H yphen Head Property PAT Test 52 ﬂ : =
I—IT ﬂ | 1 Hyphen Line j
|Hyphen Head Praperty Gias Cert Due Mamt Co
|Hyphen Head Property Fire Alarm Insp ha j | Hyphen MC j
|Hyphen Head Property Property Insp. s ﬂ Units
|Hyphen Head Property WaT Mo, |Un|t 1 Hyphen Propertyﬂ
Postcode Cash Account | Mon-Cagh |
Branch |HD ﬂ Dept |Front Dffice j Fee Eamer|AGENCY AGE Lease Details

Descriptions] Inventoryl Feesz I Motes I Leﬂers] Crvnership I Litilities I Works] hdabile Agent] lnit Managemert  Commercial Insurance l Links ] Bank Accounts I LR

Inzurance Policies

Palicy Mumber Insurance Company Insurance Category Renewal Date: Premium
p |093093090 Pete The Plumber Conterts Insurance 15052013 £2,000.00
A
*

The user can specify any number of policies.
Once the basic details such as Policy Number, Insurance Company, Insurance Category, Renewal Date and
Premium have been entered, the user can select the Details button.

NOTE: The Insurance Company must be entered into the system as a contractor in order for it to
become linked to the insurance policy.

When the Details button has been selected the specified policy’s Details form will appear, providing
the user with the ability to specify any further details of the policy such as Coverage Details.

The Organsier
report entitled

Ll Insurance Policy Details

Insurer Details

Policy Humber : [033093090 Renewal Date : | 15032013 | = < Commercial
Insurance Company : |Pete The Plumber Insurance will
Address ! |23 Green Avenue Phone 1: |01245 383743
|Great Biaclchony Phone 2; 07833 765629 warn th e user Of
|Che|m3ford FAX: .
- any insurance
| Email: |pete@plumbing oo L
M BT policies that
Contact Hame : |h.-1r P Rokerts
have a Renewal
Premium Details Date in the past.

Premium : £ 2000 Date Paid: |15/05/2013 | = Amaurt Paid £ 210

Coverage Details

Type Sum Insured Per Week Excess|Mote
Landlord Liability £200,000.00 £5.00 £200.00

_# |Black Policy £20.,000.00 £3.50 #50.00]

*

Close
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Management Companies
If a Management Company is responsible for a particular block or commercial property, the user will be able

to add a management company record and link it to the Head Property.

Service charge schedules can then be created that are accountable to a management company.

The Side Bar on
the left side of
CFPwinMan
provides a
Management
Company button
which can be
selected to locate,
add or modify a
management
company record.

The user will be
able to add a
management
company record in
the same way that
a landlord record
is created.

Forms relating to
payments such as
Landlords to Pay
and Multiple
Landlord
Payments will list
management
companies
alongside
landlords when

g CFPwinMan sdb {4.4.0.3) - Block Management database - [Management Company L1002]

File  Information

Information

‘ Landlords

Reporting

XEoF=RoR"-1 IO sledu) "

Postings  Miscellaneous  Defaulks  Window  Help  CFP Sales

‘H Properties

% Tenangies

" Applicgnts

'.'i Contrafiors

I.l munls

k|
Company m Code L1002

Compang MName |Harleu:h Tower Management Company Lid
Mame |Harlec:h Tower Directors
S alutation |Sirs
Addiess |Flat 4, Harlech Tawer
[Ealing

Prirary

||-':'”'j':'” Paszward

Fostcode [ya 5TH Added [ngmamo0s [
Full M ame |Harlech Tower Management Company Lid
Branch Cd. [HO ] Dept |BLOCK MAMAGEME |

S Custodial
Deposit...

/ Mobile
|___| Agent
Imiport

v

‘ Management
Cumpan:.r

they are due for payment.

Bank Details l.-'!-.dd'rtinnal Fees l Accountant l CIO Scddress l Letters l SMSEr

Bank Mame |

Cortact |
Address |
| [rvaice Remar

|

|
Poztoode l—

Fayment Tvpe |Standing Order
Staterment Tupe |Mamnal Consali

Statement Remar

Paprent Da;
Staten

Prio Forma Remar

Statemn
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Once a Management Company has been created and saved, the user can attach it to a head property.
The Head Property Information form contains a section in the top right corner which specifies the name

of the associated management company (should one be linked).

Standard l

Addresz |The Super Block

|The Super Block

|Supel Estates

|S upertan

Postoode (SUT3EYH

Status
Code [P1103 Available Date | [+ ¢| [commERCIAL  ~| [ Grdund Rent |
Date Added [15/05/2013 | = v Head Property
PAT Test |—|T ﬂ Landlord <Change>
fias Cert Duz - ﬂ LdMg[r:tiﬁn:t1 <Chang§
Fire Alarm lnsp - ﬂ |N0ne v j
Froperty Insp. I—IT ﬂ Units
YaT No. |Apartment 100 The Su j
Cazh Account | Mon-Cash |
Branch |HD j Dept |C0mmercial De j Fee Eamel’W‘ Lease Details

Details l Imagesl Descriptions] Inventoryl Fees ] Motes ] Letters l Crwynership l Litilities l Works] Mokile &gent  Unit Management lCommerciaI Insurance] Links ]I 3

Unit Code Uit Address Uit Company Mame Unit Tenancy Unit Lease Fenswal Add Hew Units |
P1104 Apartment 100 The Super Block W H Smyvthe Mt Trowy McClure |

F1105 Apartment 101 The Super Block Toys R Naif Mr M. 5. Fletcher Remave Urit |
P1108 Apartment 102 The Super Block Lt [t Evamartin s Wi |
P1107 Apartment 103 The Super Block

P1108 Apartment 104 The Super Block Service Charge Administration |
P1104 Apartment 105 The Super Block

P1110 Apartment 106 The Super Block

P1111 Apartment 107 The Super Block

P1112 Apartment 1058 The Super Block

P1113 Apartment 109 The Super Block

To create a link to a management company, the user can double click this box to launch the Locate form,

from which the management company can then be selected. Once the management company has been
linked in this way, the Managed Properties tab on the Management Company form will list the Head
Property. The user will be able to drill down to the head property by double clicking this line.

<

Code |L1002

Company Mame |Harlech Tower Marfagement Campany Lid

M ame |Harlech Tower Diregtors

Salutation |5

Address |Flat 4, Harlech Towge

|Ealing

|London

Statuz

=

Haome

Work,

t abile

Prirnary E -k ail

Paszward

Pastoode o 6TH

Added | oamngzo0s [«

[ Agency * Management Group ¢ Landlord

|
|
F am |
|
|

somenne@harlech_tower uk

Full Mame |Har|eu:h T oweer Marfagement Compary Ltd
Dept |BLEII:K MANAGEME j

Branch Cd. |HE|

I

| 4

Fee Earmer

=

WAMES TOOGOOD

Accourtant l CID .ﬂ.ddressl Letters l SMSEmail | Managed Properties l Links l Property .ﬂ-.cmuntsl Branche! 4

Code Address

Fostcode

p [F10z0 Harlech Tower ¥

ezt Street Ealing

London

WS ETF

-
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The Next Step

Before the user proceeds to set up a schedule, the relationship of the block must be established. A head
property must be created, any Flats, Apartments, Units, Shops or Offices must then be created under this
head property. If a management company is in use, this can be created and linked to the head property.
Finally some attention needs to be paid to which bank accounts are to be used within the relationship.

Once the above framework for the relationship is in place, and the tenancies for each of the units have been
set up, the user can create a schedule for charging service charges.

If any of the properties or tenancies that make up the relationship are displayed on screen, the
Service Charge Administration button will become available.

m CFPwinMan sdb {4.4.0.1) - Block Management database - [Property F1042]

File  Information Reporting  Postings  Miscellaneous  Defaults  Window  Help  CRE Sales Only

QWSO WRIC2%eRE6 T
iriormocon —

Status
‘ Landlords Code |P1042 Auvailable D ate - ﬂ COMMERCIAL
Standard | BS7666 Formet Date Added [19/03/2013 | ¥ Head Propert

Properties Address |Skyfall Highris FAT et =141
Gas Cert Due - ﬂ

|S|ip|:uery Peacock

o Tenancies |Kentisbeare Alarm Service I—F J
[Hr Liffcime: BoardPickup | |v| _f]
“ Appllcants Devan VAT No.
Postcode ’m

'=' 3 Contractors

Attempt Converzion to BSTEEE Format |

. l l munls Detailz l Images l Dezcriptions l Irrvertory ] Fees ] Motes l Letters l Ovvner shig ] Lttilitie:= ] Works l Mohile Agent
Unit Code Unit Address Unit Company MName Unit Tenancy Unit Leaze Renewal
L L custodial P1043 Apartment 1 Skytall Highrise Mizz 5 J 4 Sprout
Deposit.... P1044 Apartment 2 Skyfall Highrize Mr R S K Short
P1045 Apartment 3 Skytall Highrize Wr & McTavish
Mobile P1046 Apartment 4 Skyfall Highrize Mr R B Cuven

Selecting this button presents the Service Charge Administration form as shown on the next page. It is
worthwhile for the user to familiarise themselves with this form as, it is the core of the service charge
module and where the vast majority of the service charge processes are undertaken.
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Service Charge Administration Form
The Service Charge Administration form is used to create schedules, produce reports, adjust budgets,
process the movement of surplus and deficit monies, as well as many other tasks relating to schedules.

The form displays each schedule as a line in the grid section.
Unposted schedules will show in yellow whereas posted schedules are shown in white.

m Service Charge Administration

File Schedule Postings Administration

Qudl G &8 PHSYE

7 Use period end date

Schedule Template (Start Date  |End Date | Scheduls Name Shaott Marme Chatge Petiod |To Momt | Momt %eage | LL Liable | Chy in Arrears |Posted |Archived
19/03/2012 [18/03/2013 |SkyFall HighRise 201 2-2013 | SkyFall HighRise 2012-2013 |Q - Quarterly so0) O O
[3 1900372012 (18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half vearl, oo O O O O
* a m| m| o a
(¢ Active Schedules Archived Schedules 2l Schedules Best Fit | Freset Columnz | Ezport to Excel |

Selected schedule: SkyFall Flats 2013

The form contains a number of buttons used to perform schedule tasks. Each of the tasks can also be carried
out by right-clicking a schedule or using the menu headings. The function of each button is outlined below:

Q = Exit the form

@ =Preview the form
. = Administer
= Clone schedule Utility %

v
' = Post the Schedule Accounts (at
u

=) end of schedule)
& = Generate Reports & = Manage Reserve funds

= Save Changes to the form a = Print the form

. ) = View contributions
= Launch Schedule Creation form 2 )
and transactions

T 5

Once a schedule is finished, users can select the Archived checkbox to remove the schedule from the grid.
To retrieve archived schedules the Archived Schedules checkbox is available at the foot of the form.

Service Charge Administration

File Schedule Postings | Administration

B R B HESYE

Fraperty: Skyfpll Highrize

|7 Use period end dste

Schedule Template |Start Date  |End Date Schedule Mame Short Mame Charge Period | Ta gmt |Mamt #age |LL Liable |Chy in Arrears |Posted [Archived
1p03201 2 [18M032013 |SkyFall HighRize 2012-201 3 [SkyFall HighRiss 2012-2013 |Q - Quarterly soo| O [ ] ]
» 1B0z201 2 181032013 |SkyFall Flats 2013 SkyFal Flats 2013 H - Half Year, om| O O O d
* O O O o[ d
(s Active Schedules Archived Schedules &l Schedules Best Fit | Reset Columns | Export to Excel |

Selected achedule: SkyFall Flats 2013
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A breakdown of the column headings is provided below.

Service Charge Administration z

File Schedule Postings  Administration

VEald O] S Y E

Property: Skyfall Highrise

[” Use period end date

Schedule Template (Start Date  |End Date | Schedule Name Shatt Narme Charge Period [ To Mot (Mot Seage | LL Liable | Cha in Arrears |Posted |Archived
1900372012 18032013 |SkyFall HighRise 2012-2013 |SkyFal HighRize 201 2-2013 | @ - Guarterly o0 O O a
3 19/03/2012 |18/03/2013 | SkyFall Flats 2013 SkyFall Flats 2013 H - Half Vearl, ooo| [ O O
* A [m| O O o[ a
(* Active Sciedules  ( Archived Schedules (7 All Schedules Best Fit | Reset Columns | Export to Excel |

Selected schequle: SkyFall Flats 2013

Schedule Template: If a schedule template has been created this can be chosen here.
To learn how to create a schedule template please refer to the Schedule template section of this user guide.

Start Date: The start date of the schedule should be entered here.

End Date: The end date of the schedule should be entered here. We advise against ending a schedule on
the same day of the month that it started, as this might not reflect the true period for which it was intended.
The above example shows a typical year long schedule which has been created successfully.

Schedule Name: This is used to give the schedule a title or heading. It is worth considering a title that is
unique to the schedule, in order to distinguish it from other schedules.

Short Name: A shorter version of the above schedule name is needed for some service charge reports
where space is limited.

Charge Period: The charge period of the schedule must be entered here.

To Mgmt: Selecting this checkbox indicates that the schedule is to be administered by a management
company. Therefore all received service charge payments and expenses (for this schedule) will appear on
the payment screen for the management company attached to the head property, rather than the landlord.
If a management company is linked to the head property, this box will be ticked automatically.

Mgmt %age: This section enables the user to specify a commission as a percentage due to the agency, to be
calculated against all service charge income. This will appear as a debit on the Management company
payment form. The option is only available to schedules which are setup under a management company.

LL Liable: This option should be selected if the user wishes the landlord to become liable for service charges.
If a unit becomes vacant for a time during the course of a schedule, outstanding invoices can be individually
reassigned to the landlord until a new lease has been established. The section of this user guide entitled
Landlord Liability will explain this in more detail.

Chg in Arrears: Selecting this option converts the schedule so that no actual budgets are specified. All the
expenditure is totalled up at the end of the schedule and an invoice is then created for service charges. The
section of this user guide entitled Charge in Arrears will explain this in more detail.

Archived: Selecting this checkbox will remove and archive the schedule from the Active view.
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Creating a schedule

Accounting Periods

Before drawing up a schedule, it is worth considering whether the Accounting Periods functionality should
be enabled. This method of working (should the user enable it) imposes a rigid time frame (or Accounting
period) against the head property for schedules to be set against. When an accounting period ends, the
schedule(s) assigned to the head property are also set to end. Processes such as the bank reconciliation and
various reports can then be undertaken as at the end of the accounting period.

Users who wish to learn more about this method of working should read the Accounting Periods section of
this user guide. If the user wishes to follow this method of working the Accounting Periods section must be
understood before the creation of a schedule is undertaken.

Schedule Allocation Form

Once the user has entered the Start Date, End Date, Schedule Names and Charge Period for a schedule,
the next step is to add expenses types, provide budget estimates and apportion the charges against the
Units and tenancies. These processes can be carried out on the Schedule Allocation form.

NOTE: For ease of reading the word Unit will be used when referring to
Properties, Apartments, Flats, Shops and Offices.

To launch the schedule allocation form the user should select the required schedule from the list
followed by the Schedule Allocation button.

m Service Charge Administration

File Schedule Postings  Administration

ih [~ ..
QEad o HESYE
Property: Skyfall Highrise

[7 Use period end date

Schedule Template | Start Date  |End Date | Schedule Mame Short Matme Charge Period | To Mot |Mgmt %age (LL Lisble |Ch in Arrears |Posted | Archived
19M0352012 [16/03/2013 |SkyFall HighRize 2012-2013 |SkyFal HighRize 201 2-2013 |Q - Quarterly soo| O a O
3 19003201 2 [18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Halt vearl noo| O [ ] ] O
* O a a oo
(v Active Schedules (7 Archived Schedules Al Schedules Best Fit | Reset Columns | Export to Exeel |

Selected =chedule: SkyFall Flats 20135
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Explaining the form
The Schedule Allocation form will show the Start Date, End Date and Charge Period at the top of the form.
The user will be able to change these options providing the schedule has not been posted.

iid Schedule allocation for SkyFall Flats 20113

Start date; |19/03/2012 |+ End date; [18/03/20013 |+ Perind: |H - Half Yearly ﬂ

Budget lterns Contributions
Total Budget: £0.00 Allocated Budget: £0.00
[Description [Fctes [ Bucget] Unit Unit Address TYCODE  [Tenancy Contritution %
* | LI | | B |P1043 Apartment 1 Skyfall Highrise |Y1045 Mizs 5 J A Sprout £0.00 i}
1044 Apartment 2 Skyfall Highrize Y1046 Mr R S K Shart £0.00 1]
1045 Apartment 3 Skyfall Highrize %1047 Mr & McTavish £0.00 1]
Apartment 4 Skyfall Highrise %048 M R B Owven £0.00 o

The schedule allocation form is split into three main sections:

The Budget Items section is used to The Contributions section is used to specify either an
enter the individual expense types amount or percentage of the total budget alongside the
together with their estimated budgets. units that will be contributing towards the schedule.

il Schedule allocation for skyFall Flats 2073

Start date: |13/03/2012 | +|

End date: | 18/03/2013 | - Period: |H - Half Yearly j

Budget Items Contributions
Total Budget: £0.00 Allocated Budget: £0.00

[Description [Metes [ Bucget| Unit Unit Address TYCODE  [Tenancy Contribution %
#| ~| | | b [P1043  |mpartment 1 Skytsll Highrize |v1045 Miz= S J & Sproct £000 i
P1044 Apartment 2 Skyfall Highrize | Y1046 Mr B S K Short £0.00 0
P1045 Apartmert 3 Skyfall Highrize Y1047 hr & McTavish £0.00 a
P1046 Apartmert 4 Skyfall Highrize Y1045 hr R B Cwen £0.00 a
P1047 Apartmert 5 Skyfall Hightize %1049 W & H Bruce: £0.00 a

I Lock percentages Ewen Split

Demands for Mizs 5 4 Sprout, Apartment 1 Skyfall Highrize
Tatal £0.00

“iew Cantributi
Period: Half yearly w

Half yearly contribution: £ 0.0on
Confirm and Post

| | —

The Demands section provides the user with the ability to specify how much a particular unit should be
contributing for each period of the schedules duration.

The overall purpose of this form is to list each expenditure type together with an amount to create a Total
Budget and then allocate the whole budget to each of the relevant units, to create an Allocated Budget.

The user will be restricted from posting the schedule until the Total Budget and Allocated Budget match.
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Once the budget totals match each other, the budget headings will change from red to green.

kil Schedule allocation for SkyFall Flats 2013

Start date; |19/02/2012 |+ End date; [18/03/2002 | - Period: |H - Half Yearly ﬂ
Budget ltems Contributions
Total Budget: £15.850.00 Allocated Budget: £15.850.00
Description hotes Bucget Unit Unit Address TYZODE Tenancy Contribution %

p [Maintenance £1 50000 p [P1043 Apartment 1 Skytfall Highrize |Yv1045 Mizs = J A Sprout £3170.00 20
Plumbing £6,250.00 P1044 Apartment 2 Skyfall Hightize Y1046 Mr R = K Shaort £3170.00 20
Electrical £5,100.00 P1045 Apartment 3 Skytall Hightize Y1047 M & McTavish £3170.00 20

* 1046 Apartment 4 Skytfall Hightize Y1048 Mr R B Cwen £3170.00 20

P1047 Apartment 5 Skytal Hightize Y1049 Mr G H Bruce £3,170.00 20

[ Lock percentages

Demands for Miss 5 J & Sprout, Apartment 1 Skyfall Highrize
Total £3.170.00

“iew Contributi
Period: Half pearly MI

Half pearly contributior: £ 1.585.00
Canfirm and Post

Save Draft

Exit |

1585000 2 invoices of £1.585.00 E—

The Confirm and Post button will then become available to post the invoices to the relevant tenancies.
NOTE: Users should familiarise themselves with the rest of this chapter before posting a schedule.

The View Contributions

ariod: |H - Half Yearly - button provides the user

with a report that

Contributions . T
Allocated Budget: £15.850.00 displays all individual
Urit Unit Address TYCODE  |Terancy Cortrioution % invoices allocated to
B |P1043 Apartment 1 Skytall Highrise [Y1045 Mizs 5 J & Sprout £3,170.00 20 each unit.
P1044 Apartment 2 Skyfall Highrize [Y1046 Mr R 5 K Short £3170.00 20
P1045 Apartment 3 Skytall Highrise [Y1047 e & McTavish £3,170.00 20
P1046 Apartment 4 Skyfall Highrize [Y1045 Mr R B Owven £3170.00 20 d h
P1047 Apartment 5 Skytall Highrise [v1049 W G H Bruce £3,170.00 20 We recommend the user

views this report before
[~ Lock percentages

: _ the schedule is posted.
Demands for Misz 5 J A Sprout, Apartment 1 Skyfall Highrise

Total £3170.00 The section of this user

View Contributi i i :
Period: Half pearly ievs Contributions guide entitled View

Contributions will

Half _'r'EaI"_'r' cohtribution: £ A85.00
Coanfirm and Post . .

SaveDiatt o | more detail.

2 invoices of £1,585.00
Exit |

The Save Draft button can be selected to save the schedule in its current state.
The budget totals do not need to match each other in order to allow this process to happen.
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kil schedule allocation for skyFall Flats 2013

Specifying a Budget
The Budget Items section is designed to
accommodate a list of expenditure types Start date: [13/03/2012 | v End date: [18/03/2013
alongside an estimated budget for each type. Budget Items
Total Budget: £15.850.00

A Notes column is available to the user for

. Description Motes Budget
each expenditure type. These (customer y [Mairterance £1.500.00
facing) notes will be used for both the Plumbing £6,250.00
Estimated and Confirmed Budget reports. The Electrical £8,100.00
Budget Reports section of this user guide will e
explain those reports in more detail.
The ability to delete an expense type is
available in case one is entered in error.
The row can be highlighted and the [Delete]
key pressed to perform this process.
Once the budget types and amounts have
been specified, the user can move on to either
the Contributions or Demands section of this 1585000

form, in order to address how much each unit

should contribute towards the schedule.

Specifying Contributions
The Contributions section of the form is used to specify how much of the estimated budget each unit should
be contributing. The option to specify each unit’s contribution as a percentage or as an amount is provided.

To prevent units from

sriod: [H - Half Yearl [ Discrepancy: £6.340.00 being liable for any service
Contributions charges, the percentage
Allocated Budget: £9.510.00
column should be set to
Uit Unit Address TYCODE Tenancy Contribution Y
p [F1043  [apartment 1 Skyfall Highrise |v1045 Miss 5 J & Sprout £0.00 0| < Zero.
P1044  |Apartment 2 Skyfall Highrize |v1046 Mr R S K Shart £3170.00 20
P1045 Apartment 3 Skyfall Highrize Y1047 Wr & McTavish £3170.00 20 |f all Of the units listed are
PIME | Apartment 4 Skyfall Highrise |v1048 Mir e B Craven £3170.00 0
F1047 | Apartment 5 Skyfall Highrise |v1049 Mr G H Bruce £0.00 0 to be charged the same

™ Lock percentages amount, the Even Split

Demands for Mizs 5 J 4 Sprout, Apartment 1 Skyfall Highrize button can be selected.

Totak £0.00 This apportions the

Wiew Contributions |

Period: Half yearly estimated expenditure

Half vearly contribution: £ Q.0

evenly across all units. The

Canfirn and Post ‘ . .
percentages which this

Save Draft |
Esit |

process produces can

then be overridden should

the need arise.

Once a percentage figure is entered or modified for a particular unit, the Contribution column will update to

inform the user how much the specific unit is liable for, over the period of the schedule.
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The Demands section at the foot of the form will also update to inform the user how much the specified
unit will be charged per invoice, together with any rounding that needs to be applied to the first invoice.
As well as specifying a unit’s contribution as a percentage, the user can specify a units overall contribution

towards the schedule as an amount. The Contribution column is used for this purpose.

Once an amount has been entered or modified for a particular unit, the Percentage column will update to
inform the user what percentage of the estimated budget the unit is liable for. The Demands section at the
foot of the form will also update to inform the user how much the specified unit will be charged per invoice,
together with any rounding that needs to be applied to the first invoice.

Lock Percentages

If percentages or contribution amounts have been entered alongside the relevant units and the user then
revisits the Budget section of the form to adjust a budget figure, the contribution column will remain as it
was prior to the budget adjustment. But the percentage that each unit has been allocated will change to
reveal the true percentage the contribution amount is, in relation to the total budget.

The user may prefer that the percentages remain the same if an adjustment is made to the budget.

To achieve this, once the

| ——————————)_| percentage of liability for

eriod: |H - Half ‘Yearly ﬂ Di £6.240.00 each unit has been
iscrepancy: £6,340. re
specified, the Lock
Contributions
Allocated Budget: £9.510.00 Percentages checkbox
Uit Untt Address TYCODE  |Tenancy Cortribution % should be selected.
p |P1043 Apartment 1 Skyfall Highrize |¥1045 Mizz S J A Sprout £0.00 i}
P1044 Apartinent 2 Skyfall Highrize %1046 Mt RS K Shott £3,170.00 20
P1045 Apartment 3 Skyfall Highrize |%v1047 hr & McTavis) £3,170.00 20 H . . B
P10456 Apartment 4 Skyfall Highrize |Y1045 W R B Cwen £3,170.00 20 Wlth th|$ Opt|0n n fo rce,
P1047 | Apartment 5 Skyfall Highrise |v1049 hir G H Bruce £0.00 0 any adJ ustments to budget
[~ Lock percentages items that take place will
Demands for Miss 5 J & Sprout, Apartment 1 Skyfall Highrise force the system to

Total £0.00 . . recalculate how much of the
Perind: Half veall Wiew Contributions L.
eriod: Half pealy total budget each unit is

Half yearly contribution: £ 0.00 < X
Caonfitm and Post liable for, based on the

m specified percentage. The

Esit | new recalculated figure will

then appear in the
contribution column for
each unit.

With the Lock Percentages option set, any adjustments made to an individual unit’s contribution will
automatically recalculate the contributions for all other liable units, based on their specified percentage.

Any changes made to the Contributions section of the form will force the Demands section of the form to
recalculate how much a particular unit should be contributing for each period of the schedules duration.

If at any stage the Total Budget and Total Allocated figures do not match, the discrepancy between the two
figures will be displayed in red at the top of the form.
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Specifying Demands
The Demands section will constantly be adjusted to reflect any changes made to the contributions column.
Its primary function is to show periodic invoice amounts for specified units.

m Schedule allocation for SkyFall Flats 2013

Start date: [19/03/2012 [ End date: |18/03/2013 [ Period: W - Weskly ﬂ
Budget ltems Contributions
Total Budget: £8.950.00 Allocated Budget: £8.950.00

Description Motes Budget Unit Unit Address TYCODE Tenancy Contribution P
} [Electrical  |Reduce by 5% Fram 2012 £1,200.00 P1043 Apartment 1 Skyfall Highrise Y1045 Mizz 5 J & Sprout £895.00 10
haintenance #1,500.00 F1044 Apartment 2 Skyfall Highrise [Y1046 hr R S K Shart £1,780.00 20
Plumkbirig £6,250.00 P1045 Apartment 3 Skyfall Highrise [Y1047 Mr & McTavish £2 655.00 30
* »| b |P104E Apartment 4 Skyfall Highrise %1043 hr R B Craven £1,780.00 20
P1047 Apartment 5 Skyfal Highrise %1049 Mr G H Bruce £1,730.00 20

[ Lock percentages Ewen Split
Demands for Mr R B Owen, &partment 4 Skyfall Highrize
Total £1,790.00

Period: Wweekly iy Contributions

Weekly contribution: £ 3377 £0.19 rounding errar
Canfirm and Fost
[v Apply rounding to first week A

1 invoice of £33.96
; Save Draft
and 52 invoices of £33.77 Apply ta all urnits E
wik

d9:a0.00

The user must first choose which unit the demands section should report on.
The Total Contribution and Period Frequency will be displayed alongside the Amount each invoice will be.

The amount is calculated to be the largest figure each periodic invoice can be, without exceeding the
contribution amount for the given unit. Once this calculation has taken place, if an amount is left over it will
be reported as a Rounding Error (as shown in the above example).
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Rounding Errors

When a rounding error occurs the system will automatically increment the amount of the first invoice to
include the rounding error. A couple of steps can then be undertaken by the user to adjust the periodic
contribution of the unit.

Step 1
Users who prefer that the first invoice does not include the rounding amount, should deselect the
checkbox labelled Apply rounding to first (period).

Deselecting this checkbox

Perind: [ - Weekly ~| informs the system that the

Contribution Amount for the
Contributions specified unit has been

Allocated Budget: £8.350.00 reduced by the amount of the

Lnit Unit Address TYCODE Tenancy Contribution kS .
P1043 | Apartment 1 Skyfall Highrize [¥1045 Mizs S J A Sprout £895.00 10 rounding error.
P1044 | Apartmert 2 Skyfal Highrize [¥1046 Mr R S K Shart £1,790.00 20
P1045  |Apartmert 3 Skyfal Highrize [v1047 Mr & MeTavish £2 58500 30 o
¥ [P1046 | 2partment 4 Skytal Highrise w1048 Mr R B Crwven £1,750.00 20 The Contribution and
P1047 Apartment 5 Skyfall Highrize [%1049 Mr G H Bruce £1,790.00 20 Percentage columns fOf' the
[ Lock percentages  Even Spiit unit will change to reflect this.

Diemands for Mr R B Owen, &partment 4 Skyfall Highrise . .
Total: £1,790.00 This reduction of the

Periad: Weskly Wiew Cantributions contribution amount will
weekly contributior: £ 3377 019 rounding enor reduce the Allocated Budget.
Confirn and Post

—p [ fpply rounding to first weel

1 invoice of £33 96
Sawe Draft
and 52 invoices of £33.77 Apply to all units E
pals

— Discrepancy: £0.19
Contributions
In the example shown here, this »  Allocated Budget: £8.343.81
created a discrepancy between the Unit Unit Address . T CODE Tn.anan-:y Cortribation g
P1043 Apartment 1 Skyfall Highrize Y1045 Mizs 5 J A Sprout £535.00 10
Allocated budget and the Total 1044 |Apartment 2 Skyfall Highrise | 1046 MR S K Short £1,790.00 0
d P1045 Apartment 3 Skyfall Highrize |¥1047 dr & McTavish £2 685.00 30
Bu get' p [P1046 Apartment 4 Skyfall Highrise | Y1043 hr B B Cuven £1,789.81 199979 s
P1047 Apartment 5 Skytfall Highrise |Y¥1049 hlr G H Bruce £1,790.00 20

If this step is undertaken with the

[ Lock percentages Ewven Split

Lock Percentages option selected,
. . Demands for Mr R B Owen, Apartrment 4 Skyfall Highrize
all the units in the schedule will
Totak £1.789.81

retain their specified percentage Period, Weekly Wiew Contributions
but the contribution amounts for

Weekly contribution: £ 3377 .
each unit will be automatically Cenfirm and Past

recalculated.
: Save Draft
53 invoices of £33.77 Apply to all units Eut
#i

This will also create a discrepancy

between the Total Budget and the
Allocated Budget that will need to
be addressed before the user attempts to post the schedule.
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Step 2

Should a user prefer each periodic invoice to be a specific amount (so no rounding at all), this desired figure

can be entered in the Periodic Contribution box.

Period: | - ‘wWeekly |
Contributions
Allocated Budget: £8.950.00
Linit Unit Address TYCODE Tenancy Contribution kS
P1043 Apartment 1 Skyfall Highrise Y045 Mizs S J & Sprout £895.00 10
1044 Apartment 2 Skyfall Highrize %1046 Mr B S K Short £1,790.00 20
P1045 Apartment 3 Skyfall Highrise [Y1047 Mr & McTavish £2 685.00 30
b |P104E Apartment 4 Skyfall Highrize %1048 Mr R B Crwven £1,790.00 20
P1047 Apartment 5 Skytall Highrise Y1049 W & H Bruce £1,790.00 20

Demands for Mr B B Owen, &
Taotal £1,730.00
Period: Weekly

artrnent 4 Skyfall Highrise

gl

[v &pply rounding bo first week,

wheekly contribution:

1 invoice of £33.96
and 52 invoices of £33.77

—> 3177 £0.19 rounding errar

[ Lock percentages Even Split

Yiew Contributions

Confirm and Post

Save Draft
E it

Apply to all units

- menod: I

This reduction of the

EEE

Entering an amount in this
box informs the system that
the contribution amount for
the specified unit has changed
and so the Contribution
column for the unit will now
be recalculated to reflect the
unit’s new overall figure.

The Contribution and
Percentage columns for the
unit will change to reflect this.

contribution amount will reduce
the Allocated Budget. In the
example shown here this created
a discrepancy between the
Allocated budget and the Total
Budget.

If this step is undertaken with
the Lock Percentages option
selected, all the units in the
schedule will retain their
specified percentage but the
contribution amounts will be
automatically recalculated.

—> Discrepancy: £0.19
Contributions -
= Allocated Budget: £8.949.81
Unit Unit &ddres=s T CODE Tenancy Coritribution %
P1043 Apartment 1 Skyfall Highrise [Y1045 Miss S J & Sprout £595.00 10
P1044 Apartment 2 Skyfall Highrize [Y1046 Wr RS K Shart £1,790.00 20
P1045 Apartment 3 Skyfall Highrize | Y1047 Mr & McTavish £2 68500 30
B |P1046 Apartment 4 Skyfall Highrize %1045 Mr R B Owven £1,789.51 199979
P1047 Apartment 5 Skyfall Highrise %1049 Mr & H Bruce £1,730.00 20

Demands for Mr R B Owen, Apartment 4 Skyfall Highrise
Total £1,789.581
Period: ‘weekly

£ 3377

wieekly contribution:

53 invoices of £33.77

[ Lock percentages Ewen Split

Yiew Contributions

Corfirn and Posgt

Sawe Draft

Apply to all units
E it

This will also create a discrepancy between the Total Budget and the Allocated Budget that will need to be

addressed before the user attempts to post the schedule.

If either of the steps are undertaken with the Lock Percentages option selected, all the units in the schedule

will automatically recalculate their contributions, based on their specified percentage. If the Lock

Percentages option is deselected, only the Percentage assigned to the specified unit will be recalculated.
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Quick and Simple approach to creating a schedule

The Demands section of this form can prove to be significantly more useful if the user has already decided
exactly how much each unit should be paying per period. The following steps indicate an optional method of
approaching the schedule allocation form which may benefit users who find themselves in this situation.

Budget Items
Total Budget: £7.040.00

Description Notes Bidget Once the Estimated Budgets

b [Gardening £1,540.00 have been specified, the user
Window cleaning £2,000.00 can then select the first unit
Rates £3,200.00 . .

= they wish to configure on the

contributions panel.
Contrbutions

Allocdted Budget: £1,.600.00

LInit Unit Address TCODE Tenancy uc:::ntributinn S

B |P1026 Flat 1 SkyFall Flat= Y023 kr J J T Echwards £1 60000227273 <
Pq027 Flat 2 SkyFall Flat=s Y1024 ki J Smythe £0.00 1
Pq025 Flat 3 SkyFall Flat=s Y1025 Mizz = J A Sprout £0.00 1
P1024 Flat 4 SkyFall Flat=s Y1026 i Daruvalla £0.00 1
P4030 Flat 5 SkyFall Flat=s Y1027 hr & McTavish £0.00 1

[ iLock percertages  Even Split |

Demands for MrJ J T Edwardsz, Flat 1 SkyFall Flatz

Total: £1.600.00
Wigw Contributions |

Period: Quarterly
Cluarterly contribution: £ 400.00 ‘

A

Save Draft |

4 invoices of £400.00 Apply to all units Eu |
it

The Periodic Amount can then be specified and the total for this will be reflected in the Contributions
section. In the example above, there are four contributions of £400 giving a total contribution of £1600.

Should the user wish to apply this same amount to all of the units then the Apply to all Units button can be
selected. The settings for these other units can still be modified.

Each remaining unit in the list can then be selected, and a periodic amount entered until the user is satisfied
that all units have been catered for.

If the Allocated Budget and Total Budget amounts do not match, the user can make a note of the
discrepancy amount and adjust the amounts on Budget section (by this amount), to bring them in line
with the allocated budget. This is likely to be the quickest and simplest method of drawing up a schedule.
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Sinking Funds

In addition to standard schedules, the user can also create a Sinking Fund schedule. This provides a method
of obtaining a sum of money to cover the cost of irregular and expensive works such as structural repairs or
lift replacements.

A typical sinking fund schedule, when implemented correctly, will ensure that all liable occupiers contribute
towards the schedule, not just those who are in occupation at the time in which the works are carried out.
The intention is to avoid large one-off bills, and assist with leaseholders' budgeting.

CFPwinMan caters for sinking fund schedules in the same way that it does for standard schedules.
The main difference occurs on the management company or landlord payment form where all sinking fund
income and expenditure is dealt with separately from all other income and expenditure.

To create a sinking fund schedule the user can follow the same method used to create a standard schedule,
but instead of choosing the standard budget types, sinking fund expense types must be chosen.

User Defaults contains a button labelled Vat and Disbursements, which shows a form containing a tab
entitled Expenses. This tab lists all of the expense types in CFPwinMan.

il VAT and Disbursements i
WAT Rate Descriptions l WAT Rates  Expenses llnu:u:ume l Fees l Unazsigned Expenszes l
Ilze Down Amow bo Add Expenze Tupes
Expense T ax Deductible WA T T ax Category Sinking
Capital tems I 0 Maon Tax Deductible |
Zink - Lift Maintenance v Standard  |Propetty repairs, maintenance and reneveals v
Zink - Structural Repairs v Standard  |Propetty repairs, maintenance and reneveals v
7 |3ink - External Decoration v Standard  |Propetty repairs, maintenance and reneveals v
* I [N
< i
(8]0 |

The user can create an expense type and mark it as Sinking by selecting the Sinking checkbox.

When the expense types are

entered on the schedule Eudget [tems
allocation form, the user should Total Budget: £8.000.00
choose the relevant sinking fund Liescription Motes Bucget
expense tvpes Sink - External Decoration £2,000.00
P Ypes. Sink - Lift Maintenance 10 Year Service £6,000.00
» -

Once a Sinking expense type has ——»| # |Sink - Structural Repairs
been specified, only other sinking

fund expenses types can then be
added to the schedule.

NOTE: It is not possible to create a schedule containing both sinking and non-sinking expense types.
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i Pay Management Company : $kyFall Flats from account Source CFP Lettings

Best Fit | Reset Columns |
Date Fief Item Dezcription Drehit WAT Credit WaT =EEE
b 170452013 |REO2336 Receipt Service Charges 1680402012 to 1 £0.00 £0.00 £500.00 £0.00 My
170452013 |REQ23E7 Receipt Service Charges 1680402012 to 1 £0.00 £0.00 £500.00 £0.00 My J 5
170452013 |REQ2353 Receipt Service Charges 1680402012 to 1 £0.00 £0.00 £500.00 £0.00 Mizz 5
170452013 [REQ2359 Receipt Service Charges 16042012 to 1 £0.00 £0.00 £500.00 £0.00 Tk b1 Oy
170452013 [REQ2390 Receipt Service Charges 16042012 to 1 £0.00 £0.00 £500.00 £0.00 My A,
4 3
F‘a'&.I Date | 170472013 - Trans UpTg 170452013 - I -
Property | All Properties ﬂ [ Enahle Invoices Up To Date [

[ Printfemail linked contractor invoices
Atnount

Iree . 1 Total D
e Mo i1 492 &l Due 250000 Send Options
Chegue Mumber |235644 MRL Tax 0.00 n
Payment Type | Checue Balance Carried Forvward | 0.00 -

v Post
Statement Type |Mormal - Total Payable 2500.00
e e e Upcate
Statement Content

" Standard (% Prewviewy:

atemert Message : Close |

The payment form for the Management Company or Landlord contains a Statement Content toggle setting.
This setting enables the user to display either Standard Service Charges (default) or Sinking fund items only.

Paying a standard statement will never affect a sinking fund statements contents, and vice versa.

o
M Code [L1017 Status |COMMERCIAL The user can

Company Mame |5k yFall Flats Home: | specify which
Mame |5kyFall Flats wak | ‘
_ statement type is
Salutation |Sk_l.JFaII Flats Fax |
Address |SkyFaII Flats obile | shown when the
|5k_'.JFa|| Flatz Prirnary E -k ail | payment formis
| Fazsword first loaded.
| |
Postcode Added [16m4:2013 [+ O Agency ™ Management Group O
N ? ? The Statement
Full Mame | .
Branch Cd. [ERANCH - Dept [FRONTOFFICE v  FeeEamer  |AGENCY AGENCY Content selection
box situated on
Bank Details lAddﬂional Fees ] Accaurtant ] ChD Address ] Letters ] ShSEmail ] Managed Propetties ] Links J the bank details
Bark Name | Staterment Content tab can be
i+ 7 Sinki
Contact | Standard € Sinking Fund 44 selected to carry

out this task.

Multiple Landlord Payments contains a preference to filter which

Statement Type summary is listed. content Preference

{(« Landlord preference

A\ 4

The Landlord Preference option will abide by the above setting.

(" Standard only

The All Statements option will display both Sinking and Standard ¢ Sinking fund anly

payment summaries alongside each other.
{7 Al statements

Page 25 of 123



Jpsupport

Instalment Plans

Introduction

Users have the ability to create a schedule whereby each liable client can contribute towards a schedule
using a unique payment plan. These Instalment plans differ from the standard method of posting a schedule
because they offer the following benefits:

e The ability to configure a tailored instalment plan for each liable client.
For example one client could pay monthly whereby another could pay quarterly payments.

e The ability to start demanding monies midway through a schedule’s duration.
For example the first six months of a one year long schedule nothing is demanded,
then monies are requested during the last six months of the schedule’s duration.

e The ability to demand monies at the start of a schedule’s duration for a set number of instalments.
For example a two year long schedule can be configured to demand all the monies in four
instalments during the first year.

e The ability to completely reconfigure a particular payment plan midway through a schedules
duration, taking into account any monies already received by the liable client.

e The ability to draw up a payment plan and apply it to ALL liable clients.

e The ability to print or email a report detailing when and how much each instalment is due for each
(or all) liable clients, with the ability to include a covering letter should the need arise.

Creating an Instalment plan
In order to create an instalment plan schedule, the user must specify a Single charge period when drawing
up the schedule details on the Service Charge Administration form.

il Service Charge Administration

File Schedule Postings  Administration

Qual dK wEYE

Property: SkyFall Head Property

[ Use period end date

Schedule Template | Start Date End Date Scheduls Mame Short Mame Charge Period To Mamt |Momt Fage |LL Lisble [Chy in Arrears |Posted | 2
» + 160452012 150402013 SkyFall Flats Instalments Schedule  |SkyFall Flats Schedule = - Single 0.00 D D D
1B/0452012 150472014 | SkyFal Sinking Scheduls SkyFall Sink H - Half rearly ooo| O O
* O [m] O [m]
4 »

i Archived Schedules Al Schedules Best Fit | Reszet Columns | Export to Excel |

Once the Single period has been specified together with the schedule dates and schedule names,
the schedule allocation form can then be used. The user draws up the schedule in the usual way,
ensuring the Total Budget and Allocated budget figures match each other.
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The Contributions section will contain a Use Instalment Plans checkbox. With this selected, the user can
press the Edit Instalments button to configure the instalment plans.

Lid Schedule allocation for SkyFallFlats Instalments Schedule

Start date: |16/04/22012 |+ End date: |[15/04/2013 |+ Period: |5 - Single

Budget Items
Total Budget: £8,000.00 {ize instaiment plans Allocated Budget: £8,000.00

Description Motes Budget Unit Unit &Address TYCODE Tenancy Contribution £
B [Gardening - £2,800.00 b |P1026 Flat 1 SkyFall Flats Y1023 bdr JJ T Edweards £1,600.00 20
Rates £3,200.00 P1027 Flat 2 SkyFall Flats Y1024 tdr J Stmythe £1,600.00 20
vyincowy cleaning £2,000.00 P1028 Flat 3 SkyFall Flats Y1025 Miz= S J & Sprout £1 60000 20
* P1029 Flat 4 SkyFall Flats Y1026 tdr M Daruvalla £1,600.00 20
P1030 Flat 5 SkyFall Flats Y1027 W & McTavish £1,600.00 20

" Lock percentages Ewen Split
Demands for Mrd J T Edwards, Flat 1 SkyFall Flats
Total: £1,600.00

Period: Single Wiew Contributions
Single contribution; £ 1.600.00
Confirm and Post
Save Draft
200000 1 invoices of £1,600.00

Fuit [

With the Instalment Plans screen loaded, the user can select the checkbox entitled Apply to All Units to
create an instalment plan to be applied to all of the units in the list. NOTE: Once this has been applied the
user will be able to override a particular unit’s instalment plan if necessary.

| Instalment plans for SkyFall Flats Instalments Schedule

V Applyto alunits  First Instalment [16/04/2012 | v Period |0 - Quartery | Mo Instalments |4

" Apply at unit level

Feqd |Unit Uit Address Tenancy First Inztalment | Period Mo Instalments
vl |P1026 Flat 1 SkyFall Flats brJ J T Edwards 16/04/2012)|0 - Quarterly 4
vl |P1027 Flat 2 SkyFall Flats bdrJ Smythe 16/04/2012|0 - Quarterly 4
vl |P1023 Flat 3 SkyFall Flats Mizs 5 J A Sprout 16/04/2012|0 - Quarterly 2
» ¥l [P1029 Flat 4 SkyFall Flats kM Daruvalla 16/04/2012(H - Half Yearly 2
F1030 Flat 5 SkyFall Flats b1 & M T avizh NA05/2012(5 - Single 1

Print instalments

&l units Preview instalments
" Choose urit | Print instalments = Canel s

Apply to all Units
In order to create an All Units instalment plan, the user must begin by entering the date that the
First Instalment is due. The system will not accept a date earlier than the schedule start date.

The period can then be selected from the dropdown menu, followed by the number of instalments.
The No Instalments default value will be automatically calculated based on the first instalment date
and the period of the schedule payments. This figure can be reduced to no less than one payment.

Once these details have been supplied, they will automatically be applied to each of the units in the list.
The ability to override an individual unit’s instalment plan is provided by selecting the Apply at Unit Level
checkbox, which will be covered on the next page.
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Apply at Unit level
The Apply at Unit Level selection box can be selected to create a new instalment plan alongside
a unit or to adjust a pre-filled instalment plan that was created by the Apply to all units routine.

If a particular unit is not contributing towards the schedule, the Reqd column can be deselected
to exclude the unit from running instalment plans.

Gid Instalnent plans for SkyFall Flats Instalments Schedule

O Applyfto all urits  First Instalment  |16/04/20012 | | Period |Q-Qualter|y j Mo. Instalments |4

(o Applylat unit level

Reqd |Unit Unit Address Tenancy First Ingtalment| Period Mo Instalments
P1026 Flat 1 SkyFall Flats MrJJ T Edwards 16/04/201 2|0 - Quarterly 4
F1027 Flat 2 SkyFall Flats brJ Smythe 1E/04,/20012 |1 - Quartery 4
P1028 Flat 3 SkyF all Flats Mizz 5 J & Sprout 16/04/21 2|1 - Quarterly 2
» F1029 Flat 4 SkyFall Flats Mr M Daruvalla 16/04/2012|H - Half Yearly 2
F1030 Flat 5 SkyFall Flats br & W T avish A/08/2012(5 - Single 1

Pririt instalments

glic Al urits Preview instalments
- . o
Chaose urit | Prirt instalments s - per

To create an instalment plan against a unit the First Instalment date should be entered.
The period can then be selected from the dropdown menu, followed by the number of instalments.

The No Instalments default value will be automatically calculated based on the first instalment date
and the period of the schedule payments. This figure can be reduced to no less than one payment.

Once all the required instalment plans have been created, the user will be able to preview or print a list of

instalments for either all units or an individual unit. NOTE: This report can also be produced as part of the

Estimated / Confirmed Budget reports where the ability to email and include covering letters is provided.
“The section of this user guide entitled Estimated / Confirmed Budget reports will explain this in more detail.

. . . M J Srythe, Unit: P1ozy

If d roundlng Issue IS Flat 7 SWF@” Flats, Tenancy: Y1024

encountered when the system SkyFall Flats, Date: 17/04/2013
SkyFall Head Froperty,

calculates the amount for SkyFall Head Property.

each instalment, the first due SKYFALL HE

amount will be adjusted to Instalment Management Plan for

ensure all the remaining due SkyFall Flats Instalments Schedule

amounts are the same.
Date Instalment Amount

Here is an example of this. ——— 16042012 Instalment 1 752
230472012 Instalment 2 3774
300472012 Instalment 3 3774
07:ms2012 Instalment 4 3774

Once the user is satisfied that the instalment plans have been configured correctly the instalment plan form
can be closed and the schedule can be posted. to create the instalment plan invoice(s).
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Instalment Plan Invoices

Once an instalment plan schedule has been posted each of the clients that are contributing towards the
schedule will find a single invoice present on the invoice form. The suggested date range of the invoice will
cover the whole duration of the schedule. This description can be altered if the user wishes to do so.

Tenancy Invoice

Laneliord L1016 ‘SkyFall Landlord send Cptions
[ E-Mail
Property P1026 Flat 1 SkyFall Flats @ Post
Tenancy [v1023 Mr . J T Ectwards Update
Shared Invaoice | Previesy Invoice

Previeswy Pro forma

Invoice Date | 1704/2013 * | Trans Up To: | 170452013 ¥ | Reference |17 Invoice Mumber [INY1432 Cloze

Invoice Remark | Payiment must be cashbankers dratft prior to occupation. j

Prao Forma Remark | Payiment must be cashbankers dratft prior to occupation. j

to add a new invoice item - go to the last row

Diate ftem Dezcription Aot VAT |Per  |User |Pro Forma (Calc | S0 | DD
| 1BDAE202 | Service Charges Service Charges 1604201 210 15042013 | £200000|  £000|% - 5i|DAan OO [1&|2a99
* O O

These invoices can be raised straight away even if monies are not due for some time.
Providing the Apply Instalment Plans option is ticked on the Receipt form, the Amount Outstanding
column (and Total Outstanding figure) will be calculated based on the instalment plan.

iid Tenancy Receipt = LT
: Send Options
Landiord  [L1015 |SkyFall Landlord Best Fit = E-mail
Property  |P1026 [Flat 1 SkyFall Flats _Reset Columns | — pog
Tenancy  [v1023 IMr . T Ecluvardls [ Cash &di.
Tenant | |
Receipt Date | 16M10/2012 T Type |Autobanking - | Total Outstanding 200000
Select an account to receive the money irto Close
Bank Accourt | Source CFP Lettings j Batch : 95823

Receipt Branch | BRAMCH ~ | REceipt Ref. |REC2331 Amount Received oo Amaurt Allocatecd 0.0a
Branch Cd. BRAMCH » | Dept | Front Office » | FesBarner | AGENCY AGENC » | Remainder to Assian 0.00

Include S0 Invoices N
Apply Instalmert Plans WV Auto Sllocation W
f To Post Beceipts Put The Amount in the Received Column
[rate S0 |Ref ftdm Description Amount VAT |OutStand |WAT  |Received |WAT |Inc|P

p 160452012 FF17 Sprvice Charges [Service Charges 16/04/2012 to 150472013 (£2,000.00( £0.00(£1,000.00| £0.00 £0.00| £0.00 | ]

"

This same checkbox can be deselected to reveal how much of the total invoice is outstanding
irrespective of instalment plans.

User Defaults contains a Service Charges tab with a checkbox entitled Apply instalment plans on receipt,
which provides the user with the ability to choose how this tick box behaves upon the loading of the receipt
form.
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Instalment Plans Managing Arrears
The Arrears section of the Organiser will take instalment plans into account when reporting due figures.

g Organiser el

Main | TDS Uploads | adctionsl Dates » 15 |

TaDa List 410lick for TaDa =
Wworksheets 3 Wi Arrears
Inwaices to post 3 View Date M ame - Armount Owerdue  Description
edwards
Rents to calculate 23 e \4 :
Arears 20 oy p 1604200281 J T Edwards £1.009.40(367 Service Charges 16/04,/2012 to 15/04/2014
Landlords to pay/inc dep. ® Calculate
Custadial Transfers Due 0
Contractors to pay ® Calculate
Expenzes to caloulate 5 Wi |

The figure reported above (£1009.40) is approximately half of the overall invoice amount of £2000.
This is because just over 50% of the schedules duration has elapsed.

Should the need arise to chase a tenancy for outstanding arrears using the Tenancy Arrears Letter utility,
the following merge codes may come in useful. The examples listed below reflect the above scenario.

TYARREARS
Produces a table of all individual arrears taking instalment plans into account as seen on the receipt screen.
Date Description Ao unt Outstand ing
160472012 Service Charges 160472012 to 150452014 100940 100940
100940 100940
TYTRUEBAL

This will take instalment plans into account and list the outstanding amount as a negative -1009.40.

TYBAL
This will take instalment plans into account and list the outstanding amount as a positive 1009.40.

TYBALACTUAL
This doesn’t take instalment plans into account so the outstanding amount will be listed as a positive 2000.

TYTRUEBALACTUAL
This doesn’t take instalment plans into account so the outstanding amount will be listed as a negative -2000.

Itemised Arrears

The Tenancy Information form contains a button entitled Account. The Itemised Arrears report available at
the foot of this form produces a report using the same format as the TYARREARS code listed above.

This report also takes instalment plans into account.
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Charge in Arrears Schedules

The ability to create a schedule with no estimated expenditure is available. The idea is that expenses are
posted to the schedule during the schedules duration. As each expense is posted the budget items are
created on the schedule allocation form with running totals. When the schedule end date passes the user is
able to post invoices that match exactly that of the expenditure amassed during the life of the schedule.

Creating a Charge in Arrears Schedule
In order to create a charge in arrears schedule, the user must specify a Single charge period when drawing
up the schedule on the Service Charge Administration form. The Chg in Arrears checkbox must then be

selected to instruct the system to deal with the schedule using the charge in arrears format.

il Service Charge Administration

File Schedule Postings  Administration

Quédad Tt HEYE

Property: SkyFall Head Property v
[7 Use period end date
Schedule Template |Start Date End Date Schedule Name Short MName Charge Period To Momt |Mamt %age |LL Lisble [Chg in Arrears |Posted | A)

F 18042011 17042013 Charge In Arrears| Charge in &rrears S - Single oool O O
160472012 |15/04/2013 | SkyFall Flats Instalments Schedule | SkyFall Flats Schedule |3 - Single ooo] O O =l
160472012 |15/04/2014 | SkyFall Flats Instalments Schedule-1 |SkyFall Flats Scheduls -1 |3 - Single ooo] O O =l
160472012 1510412014 |SkyFall Sinking Schedule SkyFall Sink H - Half Yearly ooo] O O =l

* m) ) ) ml

The Schedule Allocation form will not provide the ability to add expense types to the schedule, or enter
monies into the Contributions or Demands sections. The user will be able to assign percentages to each
unit, but this process can be left until the end of the schedules duration, should the user desire it.

Ll Schedule allocation for Charge In Arrears
Start date: |18/04/2017 | - End date: |'I 7/04/2m3 | hd Period: |S - Single J
Budget ltemz Contributions
Total Budget: £0.00 Allocated Budget: £0.00

[Description hates [ Budget] Unit Unit &ddress TYCODE  [Tenancy Contrikution %

p |P1026 Flat 1 SkyFall Flats 1023 by JJ T Eclweards £0.00 1)

P1027 Flat 2 SkyFall Flats Y1024 hdr J Smythe £0.00 1)

P1028 Flat 3 SkyFall Flats Y025 Mizz 5 J A Sprout £0.00 1]

P1029 Flat 4 SkyFall Flats Y1026 tdr M Daruvalla £0.00 1]

P1030  [Flat 5 SkyFall Flats Y1027 M & McTavish £0.0n 0

The user will not be able to (and does not need to) post a charge in arrears schedule until the end date has
been reached. During the period the schedule is intended for, expenses can be posted to the schedule.
There is no limit to what expense types can be posted to the schedule, with the exception of sinking fund
types. At any given time a visit to the Schedule allocation form will provide an overview of the expense
types and amounts that have been amassed so far.

Ll Schedule allocation for Charge In Arrears

Start date: |18/04/2011 | = Enddate: [17/§4/2013 = Period: |S - Single J Discrepancy: £6.200.00
Budget Items Contributions
Total Budget: £6.200.00 Allocated Budget: £0.00
Description Motes Budget Uit Unit Address TYCODE Tenancy Cortrikwution %
Electrical v £6,000.00 B |P1026  |Flat 1 SkyFall Flats 1023 Mr J J T Echwvards £0.00 0
b [Inzurance - £200.00 P1027 Flat 2 SkyFall Flats Y1024 hr J Smythe £0.00 1)
P1028 Flat 3 SkyFall Flat= 025 hlis= S .0 & Sorout £0.00 n
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Posting Charge in Arrears Invoices

Once the end date of a charge in arrears schedule has passed the user will be able to post the invoices to
recoup the expenditure accumulated during the life of the schedule. The user must ensure that no
Discrepancy is present before attempting to post the schedule.

Ll schedule allocation for Charge In Arrears

Start date: |13/04/2011 |- End date: |1?.-"D4.-"2D13 |v Period: |5 - Single J Discrepancy: £6.200.00
Budget Items Contributions
Total Budget: £6.200.00 Allocated Budget: £0.00
Description Motes Budget Uit Unit Address TYCODE Tenancy Cortrikwution %
Electrical £6,000.00 p |P1026 Flat 1 SkyFall Flats Y1023 by JJ T Eclweards £0.00 1]
b [Inzurance - £200.00 P1027 Flat 2 SkyFall Flats Y1024 hr J Smythe £0.00 1)
P1028 Flat 3 SkyFall Flat= Y025 his= S .0 & Sorout £0.00 n

The user will be able apportion the expenditure across the units using the same rules outlined in the
Creating a Schedule section of this user guide. However the Budget items section of the form cannot be
changed. The Contributions and Demands sections will need to be adjusted to apportion the liability.
Once the Total Budget and Allocated Budget figures match, the schedule can be posted.

Gid Schedule allocation for Charge In Arrears

Start date: |18/04/2011 | - End date: |1?.-"D4.-"2D13 |v Period: |5 - Single J
Budget ltems Contributions
Total Budget: £6.200.00 Allocated Budget: £6.200.00
Description Motes Budget Unit Unit Address TYwCODE Tenancy Cortribution %
p |Electrical £6,000.00 B |P1026 Flat 1 SkyFall Flats Y1023 by JJ T Eclwearcls £1,240.00 20
Insurance £200.00 P1027 Flat 2 SkyFall Flats 1024 hdr J Simythe £1,240.00 20
P1028 Flat 2 SkyvFall Flats Y1025 Miz= S .08 Sprout £1 24000 20

When a charge in arrears schedule is posted, one invoice will be posted to each tenancy reflecting their
apportioned contribution of expenditure, this invoice will be due as of the end date of the schedule.

Schedule Templates

Users may find themselves re-treading old ground when it comes to creating budget items for some
schedules. To address this issue the ability to create a schedule template is available.

User Defaults contains a tab entitled Service Charges. The Schedule Definitions section of this form enables
the user to create a schedule template.

Lid User Defaults

Standard ] Paths + WP Options ] Matching | Fees /Deductions ] Organiser Setup ] Brochures | Photolists ] Diary Service Charges l
Schedule Defintions Claning Service Charge Schedules
Template name To bdgimt | Mot Seage [LL Liskble Budget [ncrement
Flats Schedule om| O (v |ncrement item by 0.0000 %
| Units Schedule ool O " Decreass itsm by 0.0000 3%
* [m] O .
" Do not increment
Contribution Percentages

Schedule Definition | Preview Schedule | Print Schedule | {+ Blank

* (" Copy Existing Percentages

Once a Template Name has been entered a Schedule definition button can be selected to specify the
expense types that make up the schedule template.
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aid Schedule Detail Definition - Flats Schedule .E. Once the user has
Service Charge Description completed listing expense
Cleaning types, an ability to preview
Decoration or print a list of the expense
b | Electical - P P
% types is provided.
Providing the user is satisfied
Preview Schedule Frint Schedule Save and Exit with the expense types, the

save and exit button can be

used to store the template.

The user can choose to specify whether the schedule is intended for a Management Company, how much
Commission is to be charged by the agency for service charge income, and whether the schedule’s invoices
can be assigned to the landlord when a unit becomes vacated during the course of the schedule.

Gl User Defaults

Standard ] Pathz + WP Optiuns] Maiching] Fees | Ded u:'tiu:uns] Orggnizer Setu] Elrochuresl Photolists ] Diary Service Charges }

Schedule Defintions Cloning Service Charge Schedules
Templste name To Momt | Momt %age (LL Lishle Budget Increment
Flats Schedule oo O (' |ncrement ikem by 00000 %
7 |Units Schedule oo O 7 Decreass item by 0.0000 %
* [m| O .
" Do not increment
Contribution Percentages

Schedule Definition Presviesss Schedule | Print Schedule | fs Blank

" Copy Existing Percentages

The Service Charge Administration form will now contain any saved schedule templates in its
Schedule Template drop down box. Choosing a template here and adding a start and end date will prompt
the form to create a schedule name. This schedule name can be overridden should the need arise.

Gid Service Char'ge Administration

File Schedule |Postings  Administration

Q@ <K C A

&

Froperty: SkyFall Head Property

[ Us=e period ehd date

Schedule Tamplate |[Start Date |End Date Schedule Mame Short Mame | Charge Period | To Mamt |Mamt %eage |LL Lisble |Chy in &rresl
18M4/2011 170472013 [Charge In Arrears Charge in Arrd S - Single ooo| OO
16/04/2012 [1504/2013 |SkyFall Flats Instalmerts Schedule SkyFall Flats 55 - Single ooo| O O
16M4/2012 (15042014 |SkyFall Flats Instalments Scheduls-1 SkyFall Flats 55 - Single ooo| O O
v 16042012 (15042014 |SkyFall Sinking Schecule v SkyFall Sink  |H - Half Yearl om| O O
F|Flats Schedule  + 118/04/2012 17042013 |P1025-Flats Schedule-18-04-2012-17-04-2013 1] D I I
# [Flats Schedule O | O

Units Schedule

Once the user drills into the Schedule Allocation form, the expenditure items will be pre-filled as governed
by the schedule template, Expense items within the schedule can still be added, modified or deleted.
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Posting Service charges to old tenancies

Users have the ability to post service charges via a schedule to non-active tenancies. By default the Schedule
Allocation form will list the Active tenancies against each unit. But if older vacated tenancies are required,
the Tenancy drop down box can be selected, and previous tenancies can then be selected.

Li Schedule allocation for P1025-Flats Schedule-18-04-2012-17-04-2013

Start date: |18/04/2012 | - End date: |1?.-"D4.-"2D13 |v Period: %W - wWeekly j
Budget Itemsz Contributionz
Total Budget: £3,000.00 fllocated Budget: £3.000.00
Dezcription Motes Budget Unit Unit Address TYCODE Tenancy |Contribution| %
Cleaning £1,000.00 F|P1026  [Flat 1 SkyFal Flats Y1028 Mr R S K Short [Adwﬂ ~| £300000] 100
Decaoration £1,000.00 P1027 Flat 2 SkyFall Flats Y1024 by JJ T Eclweards |Y1 023
B |Electrical £1,000.00 P1025 Flat 3 SkyFall Flats Y1025 hr B S K Short [Active] |Y1 025
* P1029 Flat 4 SkyFall Flats Y026 I
P1030 Flat 5 SkyFall Flats Y1027 I

" Lock percentages Ewen Split
Demands for Mr B 5 K Short [Active], Flat 1 SkyFall Flats
Total £3.000.00

Peiod Weekl _ ViewCanibutons_|

‘wieekly contribution: i 56.60  £0.20 raunding ermar
Confirrn and Post
v Apply rounding to first week,

1 invoice of £56.80 Save Diraft

3000.00 and 52 invoices of £56.60 i |
#ib

The tenancies specified in this column will be the recipients of the posted service charge invoices.

Cloning Schedules

Once a schedule reaches its end date, it may be beneficial to the user to be able to clone the schedule to be
used for the next schedule period. This process is available within CFPwinMan. The User must first select the
schedule they wish to clone and then select the Clone Schedule button from the top menu bar.

Gl Service Charge Administration

File Schedule Postings  Administration

Quald Y WENE

Property: SkyFall Head Property

[ Use period end date

Schedule |Start Date  |End Date Schedule Mame Short Mame Charge Period | To Mgmit | Mamt |LL Lisble |Chy in Arrears |Posted | Archive
18M4/2011 (1700472013 |Charge In Arresrs Charge in Arrears S - Single ooo|l OO |
16/04/2012 (151042013 |SkyFall Flats Instalments Schedule [SkyFall Flats Schedule|S - Single ooof O O O
16/04/2012 [15/04/2014 | SkyFall Flats Instalments Schedule | SkyFall Flats Schedule|S - Single ooofl O O O
» 16/04/2012 [15M04/2014 | SkyFall Sinking Schedule ShyFall Sink H - Half Vearly ooo| O O (||
oo O O o[
* O O O oo
(¢ Active Schedules  © Archived Schedules ¢ Al Schedules Best Fit | Reset Columns | Export to Excel |

This will launch the Clone Service Charge Schedule form, shown on the next page.
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The selected schedule to clone will be listed
in the drop down box at the top of the form.

This can be changed if necessary. — Clore

The original Schedule name and Short Schedule in
name will be appended with a number in

order to prevent schedules existing with the

Short Mame
same name. These suggested names can be
modified by the user. Start Date
End Date

The Start Date of the cloned schedule will ’
be the day after the End date of the original

i Clone service charge schedule

B¢

SkyFall Sinking Schedule

formation

Schedule Name  |SkyFall Sinking Schedule-1

(SkyFall Sink-1

16045207 4| -
15/04/2076| -

Budget incremernt

schedule. End Dates will be calculated

based on the original schedules duration. i+ Increm

" Decreasze item by

The ability to increment or decrease the

" Donot
budget figures from the old schedule is
provided by entering a percentage in the
relevant box. Contribution
{*" Blank

An option to copy existing percentage
allocations or blank them on the cloned
schedule is available. The ability to perform
an even split across all units is provided,
where a decision to round either over or
under will need to be made.

(" Ewen split

ent item by 0.0000 =
0.0000 o

increment

percertages

> " Copy existing percertages

e

Confirm Cancel

If any instalment plans exist on the original
schedule a checkbox will be made available
to specify whether these are also cloned.

Once the user is satisfied the form has been completed correctly, the confirm button can be selected

to create an un-posted schedule.

User Defaults contains a tab entitled Service Charges. The Clo

form enables the user to specify the default values for the Clone Schedule form.

G User Defaults

Standard ] Pathz +WPOptiDns] Matching] FeesIDedumiDns] Qrganiser Setup] Elru:u:hures] Phatolizts ] Diary

Schedule Definitions:

ning Service Charge Schedules section of this

Claning Service Charge Schedules

Template name Ta Momt | hamt %age |LL Liakle Budget Increment
P |Flsts Schedule coo| O (s Increment itam by 0.0000 %
Units Scheduls 0.00 E & Femesss e by 00000 %
*
" Do not increment
Contribution Percentages
Schedule Definition Prexvienww Schedule | Print Schedule | f+ Blank
(" Copy Exizgting Percentages
End of schedule account ardering i Even Split
(o Amount, highest first " Amount, lowest firgt (" Alphabetical ™ Clone Instalment Plans
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View Contributions

For both Posted and Un-posted schedules, the user can use the View contributions form to obtain an
overview of each invoice that has been produced (or will be produced) making up the entire schedule.
It is a worthwhile step to perform before actually posting a schedule.

To show the form, the relevant schedule should be selected followed by the View contributions button.

m Service Charge Administration

File Schedule Postings  Administration

OEad X e YE

Property: Skyfall Highrise

|7 Use period end date

Schedule Template [Start Date  |End Date | Schedule Mame Shott Matme Charge Period | To Mgt |Moimt %age (LL Liable |Ch in Arrears |Posted [ Archived
190352012 [15/03/2013 |SkyFal HighRize 2012-2013 |SkyFal HighRize 20122013 |Q - Quarterly o0l O a O
3 19037201 2 [18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Halt Vearly noo| O [ ] ] O
* O | a oo
(* Active Schedules  ( Archived Schedules (Al Schedules Best Fit | Rezet Columns | Export to Excel |

Selected =chedule: SkyvFall Flats 2013

The Detail option of the form will provide a list of every tenancy that contributes to the schedule.
Invoices that have been raised will show in white.
Invoices residing on the invoice form (so not yet raised) will be shown in yellow.

Gid View contributions fo 3 g edule X
Unit - [l Units Ra @ Full Details
Tenancy |AII Tenancies { ﬂ " Posted service charges
y
" Pending service charges
Date Lnit Unit address Code Mame Service charge Contribution %| Contribution WAT| Outstanding WAT | Posted
B |16/04/2012 |P1026  |Flat 1 SkyFall Flats v1023  [MrdJ T Edwards Service Charges 16/04/ 20.00 500.00 0.00 0.00 000 [ |
16/04/2012 |P1027  |Flat 2 SkyFall Flats 71024 |MrJ Smythe Service Charges 16/04/ 20.00 500.00 0.00 0.00 0.00 E_
16A10/2012 |P1027  |Flat 2 SkyFall Flats 71024 [MrJ Smythe Service Charges 16410/ 20.00 500.00 0.00 500.00 0.00 E_
16/04/2013 |P1027  |Flat 2 SkyFall Flats 71024 [MrJ Smythe Service Charges 16/04/ 20.00 500.00 0.00 500.00 noo[ [J
16410/2013 |P1027  |Flat 2 SkyFall Flats v1024  [MrJ Smythe Service Charges 16./04/ 20.00 500.00 0.00 500.00 0.00
16/04/2012 |P1028  |Flat 3 SkyFall Flats v10258  [Miss 5. A Sprout Service Charges 16/04/ 20.00 500.00 0.00 0.00 000 [ |
16410/2012 |P1028  |Flat 3 SkyFall Flats v10258  [Misz 5. A Sprout Service Charges 16410/ 20.00 500.00 0.00 500.00 0.00 E_
16/04/2013 |P1028  |Flat 3 SkyFall Flats v1028  [Miss 5. A Sprout Service Charges 16./04/ 20.00 500.00 0.00 500.00 noo O
16410/2013 |P1028  |Flat 3 SkyFall Flats v1028  [Miss 5. A Sprout Service Charges 16/04/ 20.00 500.00 0.00 500.00 0.00
16/04/2012 |P1029  |Flat 4 SkyFall Flats Y1026 [Mr M Daruvalla Service Charges 16/04/ 20.00 500.00 0.00 0.00 000 [ |
16410/2012 |P1029  |Flat 4 SkyFall Flats Y1026 [Mr M Daruvalla Service Charges 1610/ 20.00 500.00 0.00 500.00 000 LA |
16/04/2013 |P1029  |Flat 4 SkyFall Flats Y1026 [Mr M Daruvalla Service Charges 16/04/ 20.00 500.00 0.00 500.00 noo O
16/10/2013 |P1023  |Flat 4 SkyFall Flats Y1026 |Mr M Daruvalla Service Charges 16/04/ 20.00 500.00 0.00 500.00 0.00
16/04/2012 |P1030  |Flat & SkyFall Flats Y1027 [Mr & McT avish Service Charges 16/04/ 20.00 500.00 0.00 0.00 000 [ |
16/10/2012 |P1030 |Flat 5 SkyFall Flats Y1027 |Mr & McTavish Service Charges 16/10¢ 20.00 500.00 0.00 500.00 000 [+
16/04/2013 |P1030  |Flat & SkyFall Flats Y1027 [Mr & McT avish Service Charges 16/04/ 20.00 500.00 0.00 500.00 000 [
16/10/2013 |P1030  |Flat 5 SkyFall Flats Y1027 |Mr& McTavish Service Charges 16/04/ 20.00 500.00 0.00 500.00 ooo L
[ [ [ [ [ [ [ 100.00] §500.00] 0.00] 000.00] 0.00] |
&+ Detsil " Summary " Totals only BestFit | ResetColumns | Exportto Excal

Feporting options

Service charge totalz ﬂ Previesy | Print | Cloze |

Invoices that are not yet present on the invoice form will be shown in red.

The option to filter invoices so that only Posted or Pending invoices are shown, is available in the top right
corner of the form. The user will also be able to specify a filter to show a particular Unit’s or Tenancy’s
invoices by selecting the drop down selection boxes situated in the top left corner of the form.

Page 36 of 123



Jpsupport

i View contributions for 'Estate Charges 011 /04£2012-3103£2013-1"

Uit |AII Units j (+ Full Detsilz
Tenancy |AII Tenancies j " Posted service charges
" Pending service charges
Last Due Lnit Unit addrezs Code M ame Contribution %| Contribution WAT| Outstanding WAT | Pozted
p |01/10/2011 [P1077 |1 Lynford Hall 1085 |MR. & MmeE. Artois 25.00 956,50 0.00 956.50 ool Od
0M/A0/2001 [P1078 |2 Lynford Hall Y1086  |Mlle’. Carte-Blanche 25.00 956.50 0.00 956.50 ool O
01/1042011 |F1073  |Flat 3, Lynford Hall w1087 |FilH. Geerhart 25.00 956,50 0.00 956.50 oo O |
01,/10/2011 |[P1080  |Flat 4, Lynford Hall v1088  |Her O. Flick 25.00 956.50 0.00 956.50 ool 3
A
| | | | | 1DIJ.DD| 382E.DD| EI.DIJ| 382E.DD| D.DIJ| |
" Detail & E (" Totals only BestFit | ResetComns | Exportto Excel|
Reporting optionz
Service charge tollals ﬂ Presieny | Brirtt | Close |

The Summary version of the report will consolidate each tenancies contribution’s into one line.

Gid View contributions for Estate Charges 01/0472012-3150352013-1"

Unit | &l Units - =
Tenancy |.ﬂ.ll Tenancies j r
~

Schedule total| Invoiced to date| To invoice| Received|lnvoice arrears| Total arears| Paid|  Unpaid| Posted unpaid| Total posted| Sched unallocated
» 382600 0.00| 3.826.00 0.0 0oo) 3826.000 0.00] 382600 0.0 0.0 382600

™ Detail " Summary {* Totals only
A

Reset Columns | Expott ta Excel |

Reporting options

Service charge totals ﬂ Prewiewy | Prirt |

Cloze |

The Totals version of the report consolidates all information into one line.

A number of reports can be accessed from the View contributions form. All of these reports can be accessed
from the Service Charge Administration form via the Generate Service Charge reports button.
Explanations and examples of these reports will be covered in the Reports section of this user guide.

The above examples show that the View Contributions form displays each invoice that makes up a schedule.

In addition to this (and new to version 4 of CFPwinMan) the view contributions form will now also show
each and every transaction of physical money that is posted into or out of a schedule.

These include Bank Interest, Landlord and Contractor Payments to a schedule, as well as any end of
schedule transactions which take place to address deficit and surplus schedule balances.

The View Contributions form also includes Reserve Fund Transfers, Refunds and Credit Notes, these
actions will be covered in more detail in the Processing End of Schedule Transactions section of this user
guide.
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Estimated / Confirmed Budget Report

Before schedules are posted, users can produce Estimated Budget reports for each of the liable clients.
NOTE: This report can also be produced for posted schedules using the Confirmed Schedule report.

TIPS OF A
Estimated Budget Report
1 Lyuford Hall (P1077)
For the period - 01/04/2011 to 31/03/2012

Estate Charges 01/04/2012-3103/2013-1-1

Accountancy Fees

Bank Chatges

Gardening

General Repairs & Maintenance
Insurance - Buildings
IManagementFees

Rezerve Fund

Total - Estate Charges 01/04,/2012-31,/03/2013-1-1

Your contrihution
1 imvoice of
and 1 Half Yearly invoices of

The report will
contain a
breakdown of the

A

overall expenditure
that makes up the
schedule together
with the

Gid Service Charge Administration

Ele Schedule Postings  Administration

QEad @Y

@ BHSYNE

26250 apportioned amount
126.00 that the liable client
31500
441 00 is due to pay.
1,417 50
1,014:30 The amounts and
44100 frequency of
401730 payments for the
< intended client(s)
10433 . i
50217 will also be listed.
50216
X

=

To create the report(s) the Generate Service Charge reports button should be selected from the Service
Charge Administration form. The Estimated Budget report can then be selected from the dropdown box.

If instalment plans are in effect, there is an
option to include a detailed breakdown of the
payment plans. The ability to include and specify

a covering letter is also available.

The report can be produced for all tenancies

or filtered to a particular tenancy if required.

Footer text can be entered here for the report.
The user will be able to change the default footer
text for this form in the Stationery section of
User Defaults, under the Budget Reports section
of the Service Charge Reports tab.

As well as being able to print and preview the

reports, the option to email it is also available,
Providing the relevant tenancies have email
specified as a send option.

kil Service charge reports configuration

Select report |EEstimated budget N j
Framm 010472011 =

To 31/03/202| -

[ Include instalment plans

[ Include accompanying letker

Schedule |.~’-‘-.II schedules ﬂ

Al tenancies

|

™ Choose tenancy | |

Foater bext

| have examined the various vouchers, receiptz and other docurments far the
above period. | hereby certify that, in my opinion, the above wiitten details are a
fair and accurate summary complying with the requirements of section 21 (5] of
the landlord and Tenant Act 1985 in respect of the costs, charges and
expenszes as herein expressed.

Prink/E rnail | Frewiaw | Exit |
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Posting a schedule

Once a user is satisfied that a schedule has been configured correctly, the schedule can be posted.

iid schedule allocation for P1025-Flats Schedule-18-04-2012-17-04-2013

Start date: |18/04/2012 | - End date: |1?.-"D4.-"2D13|v Period: %W - Weekly ﬂ

Budget ltems Contributions

Total Budget: £3,000.00 Allocated Budget: £3,000.00

De=scription Maotes Budget Unit Unit &cdress TYCODE Tenancy |C0ntribution| %
Cleaning £1,000.00 F|P026  [Flat 1 SkyFal Flats w1028 Mr R S K Short [active] ~| £3,00000] 100
Drecoration £1,000.00 P1027 Flat 2 SkyFall Flats Y1024 by JJ T Eclweards |Y1 023
} |Electrical £1,000.00 P1028  |Flat 3 SkyFall Flats Y1025 Mr R S K Short [Sctive] |Y1 023
* P1029 Flat 4 SkyFall Flats Y1026
P1030 Flat 5 SkyFall Flats Y1027 1

" Lock percentages Even Split

Demands for Mr R S K Short [Active], Flat 1 SkyFall Flats
Total: £3,000.00

Period: ‘Weekly Wiew Contributions

weekly contribution: £ 56.60  £0.20 rounding eraor

Confirm and Post
v &pply rounding to first week - 4
e Diraft
E it |

1 invoice of £56.80
3000.00 and 52 invoices of £56.60

Sa

This process can be achieved on the Schedule Allocation form by selecting the Confirm and Post button.
The schedule can also be posted on the Service Charge Administration form by selecting the required
schedule followed by selecting the Post Service Charges button.

Service Charge Administration

File Schedule Postings  Administration

VWS ©Q WHEYE

|7 Use period end date

Schedule Template |Start Date  |End Date Schedule Mame Short Mame Charge Period | To Mgmt | Momt Seage |LL Liskle |Chy in Arrears |Posted | Archived
19052012 (18032013 |SkyFall HighRise 201 2-2013 |SkyFall HighRise 2012-2013 |@ - Quarterly son| [0 ] O
» 19/03/2012 18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half Yearl, ooo| [ | O g
* O O O o[ d
@ Active Schedules  ( Archived Schedules 0 All Schedules BestFit |  ResetCoumns |  Exoortto Excel |

Selected schedule: SkyFall Flats 2013

Posting a schedule will create one invoice (potentially reoccurring) on each liable clients invoice form.
Prior to CFPwinMan version 4, these invoices would have been broken down into individual expense types.

So for example, a quarterly schedule addressing both Gardening and Lift Maintenance expenditure would
have created two separate quarterly invoices, one for gardening and one for lift maintenance.

In CFPwinMan version 4 this will be addressed differently in that a single quarterly invoice will be created to
reflect all of the expenditure that makes up the schedule for each liable client.
This simplifies the receipting and reporting process considerably.
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Deleting and Reversing a Schedule

Unposted Schedules

The ability to delete a schedule before it has been posted is possible. The Schedule line will need to be
selected first followed by the chevron symbol to the left hand side of the schedule line.

Service Charge Adninistration

File Schedule Postingd  Administration

QEédh T W EYE

Property: Skyfall Highrise

'] Use period end date

Schedule Template [Start Date  |End Date | Schedule MName Short Mame Charge Period | To Mot |Momt Seage (LL Liskle |(Chyg in Arrears |Posted | Srchived
v 190032012 (18032013 |SkyFall HighRise 201 2-2013 |SkyFall HighRize 2012-2013 @ - Quarterly soo| O O O
Y 19032012 18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half earl, oon| OO O O O
* O m| m| O O
* active Schedules (7 Archived Schedules 7 Al Schedules Best Fit | Reset Columns | Ezport to Excel |

Selected schedule: SkvFall Flats 2013

The [Delete] key can then be pressed on the user’s keyboard to remove the schedule.

Posted Schedules

Deleting a posted schedule is not possible. However, in some cases the ability to reduce a schedule’s budget
to zero is possible. Schedules with a zero budget can be set to Archived and removed from the default view.

Monies not yet Received

If a schedule has just been posted and no money has been receipted towards it, the user will be able
to adjust the total budget of the schedule to zero. In doing so the system will remove any posted and
un-posted service charge invoices relating to the schedule. The section of this user guide entitled
Amending Schedule Budgets will explain the process of changing a budget figure in more detail.

Monies Received

If a posted schedule contains invoices that have been receipted, the process of reversing the schedule
becomes a lot more complicated. There is one method of approach that could address such a scenario.

The process involves a combination of receipt reversals and refunds that are designed to reduce the

schedule income to zero. This will in turn permit the user to reduce the schedule’s total budget to zero,
effectively cancelling the schedule.

We strongly advise users to attempt the following steps in Demo Mode before attempting them in live data.

1. Locate a copy of each invoice receipt that has been produced relating to the schedule,
note the Tenancy, Standard amount and VAT amount that was receipted for each invoice.

2. Attempt a receipt reversal for each of these received invoices. If some invoices remain because a
receipt reversal could not be processed, these can be taken to step 3. Otherwise skip to step 4.

3. Carry out a tenancy refund for service charges for the exact amounts shown on the invoice receipts,
ensuring the schedule is selected on the refund form before doing so.

4. Attempt to reduce the total budget for the schedule to zero. This should be permitted.
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Schedule Income

Invoicing

The tenancy invoice form provides the ability to filter the invoices on display to only show service charge
invoices. The Service Charges tab in User Defaults contains a section entitled Default View on Tenancy
Invoice form which enables the user to choose the default setting for this option.

Tenancy Invoice

Landiorel L1027 (SkyFall Landlord S&nd Options
[ E-hiail
Property P1095 |&partment 1 SkyFall ¥ Post
Tenancy |B |Daniel Craiy Undste
Shared Invoice | Previesw: Inwoice

Preview: Pro forms

Invoice Date | 230402013 > | Tranz Up To: | 230452013 ¥ Retprence |2 Invoice Mumber |(tha) Close

Invoice Remark | Payment must be by cleared funds prior to occupstion. ﬂ

Pro Forma Remark | Payment must be by cleared funds prior to occupstion. ﬂ
to add a new invoice item - go to the last row
Date ftem Description Amourit VAT |Per User |ProFarma [Calc [S00 | DD

p | 230452012 Service Charges  |Service Charges 230402012 to 2210020123 | £730.00 £0.00|H - Half Yearly |DAM D D D 23(5348

230472012 |Service Charges  |[Service Charges 23040201 2 to 220772014 | £137.50 £0.00|3 - Quarterly  |DAN D D D 23|5350

23047212 |Service Charges  |Service Charges 230407201 2 to 22007720134 | £137.50 £0.00|G - Guarterly  |DAN D D D 23(5352
* O OO0
4 3
Shav:
Al Invoice tems (£1025.00) {(» Service charge tems (£1025 00% " Mon service charge items (£0.00)
Congolidstion Options
7 Group under "Service Charges" O Group by Schedule {* Mo Grouping

T Reset Columns

The above example shows three separate schedules, each with invoices that are due to be raised.
The half yearly schedule is a sinking fund schedule. The Consolidation Options section provides the user
with the ability to specify how these schedule demands appear on the invoice itself.

With the No Grouping option selected the invoice lines will appear individually as they do on the invoice
form.

With the Group by Schedule option selected, the schedule name will appear in place of the date range
description. If more than one invoice line exists for the same schedule ( for other periods), these invoices
will be consolidated into the one line that represents that schedule.

With Group Under Service Charges selected, all of the standard schedule invoices will be consolidated into
one line with a description of Service charges, and any sinking fund schedule invoices will be consolidated
into a line entitled Sinking Funds.

. . DEMAND

The Service Charges tab in User Defaults

contains a section entitled Invoice / Re: Apartment | SkyFall SkyFall Flats Skegness Net VAT Gross

Receipt Grouping which enables the user 23-04-2012 S@ce Charges 7500 0.o0 7500
23-04-2012 Sinking Funds 750.00 0.00 750.00

to choose the default setting for this 107500 000

option. This default will also affect how the Total Amount 102500

invoices will be represented on any receipts Total Amount Due T

that are printed or emailed by the user.
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Legal notices
Users can automatically produce section 153, 158 and 166 notices at the point of raising invoices for service

charges, fees and ground rent respectively. There is a fair amount to take into account for users who wish to
produce section 166 notices. For that reason there is a separate user guide that can be obtained from CFP
for this purpose.

User defaults
The Preferences section of User Defaults contains a Property Lease Details tab. The Legal Notices section is

where the user will be able to assign a CFPwinMan document template to be printed for each section notice.

m Preferences

General | Stetionery | Direct Debits | Standing Order import i Property Lease Details

Lease Period | Yearly j
Initial Invaice Type Legal Motices
i i i i
* Standard 3round Rent Section 153 5153 Mew txm .. | Motice Recuired 7 [v
Rent charged Section 153 |S1 55 tem .| Motice Reguired 7w
* In Advance 7 In Arrears Section 166|516 Mew tam ... | Motice Required 7 [v

Section 166 Due Date Mumber of Days |90 «

W Charge interest on arrears

Interest On Arrears

Close

Txm files
Upon the release of this functionality in 2010 CFP initially provided TXM notices, which were installed on
upgrade and assigned to the relevant fields. Since this date the content of such notices may have changed.

Whilst every precaution had been taken to ensure that these notices were up to date at the time of supply,
it is the agents responsibility to ensure that all legal requirements are met and that the use of any supplied
documents, notices and agreements is done with adequate knowledge of legal requirements and best
practice. It is not CFP’s responsibility to keep agencies up to date with the latest section notices.

Making sure a notice is produced
If a user selects or deselects the Notice Required checkbox CFPwinMan sdb

this instructs the system to apply these rules to any new

. . . Do you want to apply this o all existing properties ?
properties which are added. The system will then ask the

—_—
user whether all properties should adopt this setting. Yes
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Property form

A Lease Details button will be available for selection on each property form in the system.

Selecting this button launches the Property Lease Details from. The user will be able to see

which legal notices are set to be produced when any relevant invoices are raised.

Standard l

Address |Harlech Tower

|W'est Street

|Ea|ing

|L0nd0n

|
Postcode W8 ETF

Details ]Imagesl Descriptions l Invertory l Fi

—
AREA [Unknown |

TYPE [Unknown |

LEASE TERMS [Unknown |
PLANNING [Unknown |
LOCATION [Unknown |
GARDEN/GROUNDS [Unknown |
FURN/FACILITIES [Unknown |
SMOKING [Unknown |

FARKIMG |Unk o

Status
Code |P1020 dovailable Date | [= ﬂ |BLDEK -RESI ﬂ | Service Charge |
Head P i
B Property Lease Details =i g e
- Landlord <Change:
Tick bow below ta applp
chahges to units |Mr [ Trotter ﬂ
Lease Charge Period |Year|y ﬂ r A e
|Hallech Tower Dilectolﬂ
[ate Mest Ground Rent Due  [01/02/2013 [+ I Urits
|Flat 1. Harlech T awer j
Leaze &mount (5000 I
Cash Account| Mon-Cagh |
Section 153 Notice [v [ W Lease Details
Section 168 Notice  [v [
Section 166 Motice v [ I
anagement | Commercial Insurance | Links 3
A o ] l b ]
Iwitial Invwoice Type
Let Type |Mat Specified
(* Standard " Ground Rent n vF oL SpEChE ke
Fent charged :" ’D_ Match
o+ Inddvatce O In Amrears il hd ’D_

| Charge interest on arrears

Asbestor Present [

The Property Lease Details form for the Head Property (shown above) provides users with the ability to

replicate whatever settings are in place on to any units that are associated with the head property.

A Checkbox is present to the right side of each section notice to carry out this task.

Invoicing

The process of raising an invoice remains unchanged. However, depending on whether the notices are

selected on the Lease Details form for the property, the relevant legal notice will be created and sent to the

printer along with the invoice. So if a service charge is present on the invoice that is raised, a section 153

will be printed alongside it. Potentially the invoice may be accompanied by all three notices if all three types

of money are being demanded at once.

If a notice is ticked to be produced but is not found (i.e. the defaults have not been set up or the letter has

been moved, renamed or deleted) then a warning will ask you if you want to proceed with the update.

Similarly if any of the lease details are not completed (section 166 only) then a message will appear. An

additional warning will be issued if a ground rent invoice is being created where the period specified on the

invoice differs from the Lease

Period of the associated property.
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Receipting

The receipt form provides the ability to group how invoices appear on printed receipts.

The default setting for these consolidation options is derived from the same user default that determines
how grouping occurs on printed invoices. These default settings can be overridden at the foot of the form.

- W
i Tenancy Receipt ==
. Send Cutions
Landlord L1027 (SkyFall Landord Best Fit = Evel
Property  |P1095 |&partment 1 SkyFal _Reset Columns || — pog
Tensncy |B |Daniel Craig [ Cash o).
Tenant | |
Receipt Date | 23042013 || Type | Stancing Order +| Total Outstanding 1025.00
Select an accourt to receive the money into Cloze
Bank Accourt | Client Account (Including Ground Rerts) ﬂ Batch: 100084

Receipt Branch | Ground Rent | Feceipt Ref. 11935 Amaourt Received i} Amount Allocated 0.00
Branch Cd. |HO j Dept |Fr0rrt Office j Fee Earner | AGEMCY AGENC w | Remainder to Assian 0.00

Include Si0 Invoices I
Apply Instalment Plans W Auto sllocation (v
To Post Receipts Put The Amount in the Received Column
Date =0 |Ref ltem Deszcription Amount [ AT CutStand [WAT Received [YAT Inc [Per
B | 230452012 1543 Service Charges Service Charges 23040207 £750.00 £0.00( £730.00 £0.00 £0.00 £0.00|_|[H
2300472012 1543 Service Charges Service Charges 23040200 £137 .50 £0.00( £137.50 £0.00 £0.00 fo.o0| @
2300472012 1543 Service Charges Service Charges 230402000 £137 50 £0.00 £137.50 £0.00 £0.00 oon| @
N — i
Shoy:
—> % &l Invoice tems (£1025.00) " Service Charge ftems (£1025.00) " Mon-Service Charge ttems (£0.00)

Consolidation Options
{7 Group under "Service Charges" (¢ Group by Schedule 7 o Grouping

Receipt Unallocated Maney - kems nat et invoiced.

Monies for landlord - Description |Unallocated Money Amaourit 0.00
Agency tee dr Dep held - Description  |Unallocsted Money Amount 0.00

The Invoice Form section of this user guide (previous page) will provide an explanation of these settings.

Another option inherited from the invoice form is the ability to filter the invoices on display to only show
service charges. The Service Charges tab in User Defaults contains a section entitled Default View on
Tenancy Receipt form enabling the user to choose the receipt forms default setting for this option.

Users can identify which schedule a particular invoice relates to by scrolling the horizontal scroll bar to the
far right of the receipt form, where the schedule Short Name will be listed alongside each invoice.

Receim Branch | Ground Rent w | MECEINL RET. I'I = Nalu] SMOUNT Recelved | [ERET] AMOUNT AlocEied | [INEE)

Branch Cd. HO w | Dept | Front Office « | FeeEarner | AGEMCY AGENC « | Remainder to Assign |_ 0.00

Include S0 Invoices I
Apply Instalment Plans v Auto Allocation v

To Fost Receipts Put The Amount in the Received Column
Dezcription Amount VAT [OutStand |WAT  |Received VAT  |[Include |Per |User [Shotthame
B |Service Charges 2304/2012 t0 221002012 | £750.00| £0.00| £750.00| £0.00 fooo| £0o00| | [H [DAN [Sinking Fund ROOF schedule
Service Charges 23042012 to 22072012 | £137.50| £0.00| £137.50( £0.00 gooo| k000 | |@ |DaN |Standard Schedule 2013-1
Service Charges 23042012 to 22072012 | £137.50| £0.00| £137.50( £0.00 g000| £0o0f [ |G |DAN |Lift Maintenance 2013
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Auto allocation of receipts

Introduction

Users have the ability to control which outstanding invoices receive receipted money on both the
Receipt Screen and FastTrak Receipts. The auto allocation section of user defaults allows users to setup a
default behaviour that determines how received income is prioritised and allocated. Prioritising Service
Charges over other income types and spreading income across all outstanding invoices is an example of
what can be achieved.

User Defaults
User Defaults contains a button entitled Auto Allocation, selecting this button provides the user with a form
that controls how money is automatically received on all receipt forms including fast track receipts.

The Enable Auto Allocation of Receipts checkbox determines whether the rules on the rest of this form are
in force. Leaving this tick box deselected will result in the default behaviour for the receipting process.

Allocation Method
Gl Auto Allocation OF Receipts A,
Top Down
i hable fots Sliocation of Becepis v Selecting top down allocation instructs the system

to allocate as much of each item from the top of the

Allacation Method grid working down until all the money is allocated.

" TopDown @+ Percentage | €<——p——  Because outstanding invoices are listed in date order
(earliest at the top) this method will ensure that
Pricrity these earlier invoices are prioritised.
(v Allitems
Percentage
® ST ) A Selecting the percentage allocation option instructs
* Noreservice charge only the system to spread the receipted money evenly
across all outstanding invoices. However if the
Flounding outstanding invoices contain different due dates,
~ First ltem the earliest of these due dates will be favoured over

older invoices with a more recent due date.
(e Last [tem

[ Leave Unazzigned

Priority

Setting the allocation priority to Service charge Only instructs the system to carry out its
Auto Allocation Method (outlined above) against service charge invoices only.

If there are no service charge invoices outstanding then no auto allocation will occur. Also if all of the
outstanding service charge invoices have been settled, the remaining amount will not be assigned to any
invoices. The Non-service charge only option works the opposite way to this by only using money to satisfy
non-service charge invoices.
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Allozation Methad

" TopDown ¢ Percentage
Users who prefer to allocate money with no priority

as to which invoice type should receive the funds Priarity
; _—

can select the All Items option. Al iems
Rounding (" Service charge only
Where monies cannot be exactly divided between the " Mon-service charge only
items in the list, the remaining money will be allocated
based on the following Rounding selections: Rounding

e First entry against which money is allocated. — > ¢ First |tem

e Last item against which money is allocated fe Last Item

e Leave unassigned [ Leave Unassigned

Allocation of VAT
Where VAT is present on an outstanding invoice the

allocation will be evenly split between net and VAT.
(so if 30% of the outstanding amount is received then
30% net and 30% VAT will be allocated).

Receiptform Gl Tenancy Receipt i
The behaviour of the Landiord L1027 SkyFall Landiord Best Fi B aetions

. Property  |P1095 epartmert 1 SkyFal _Reset Columns || [~ pogy
recei pt form has Tenancy [ Craniel Craig [ Cash Adj.
been changed with Tenat

. . Receipt Date [23M0402013 [~ Type |Starding Order v | Total Culstanding 1025.00 | Previz Pro joma |
th el ntrOd uction Of Select an account to receive the money into Close

. Bark Accourt | Client Accourt (ncluding Ground Rents)  w Batch: 100064

auto allocation. | =l

Receipt Branch | Ground Rent | Receipt Ref. [19358 Amournt Received 0.00 Amournt Allocated 0.00
BranchCd.  |HO x| Dept [Front office x| FeeEarner |AGENCY AGENC »| Remainder to Assign 0.00

Include S0 nvoices ™
Apply Instalment Plans ¥ Ao Allocstion v

A checkbox entitled
Auto Allocation

To Post Recelpts Put The Amount in the Received Column

reﬂ ects the defa u |t Date =0 |Ref ttem : oz grlptlon Amourt | ¥ AT OutStand |vAT Received [WAT Inc |Per

B |230452012 1843 Service Charges Sarvice Charges 2304200 £750.00 £000| E£750.00 £0.00 £0.00 £000f ||H
Sett| ng curre ntly in 2300452012 1843 Serv!ce Charges 2t rv!ce Charges 23040200 £137 .50 £000| E137.50 £0.00 £0.00 £0.00f ||@

2300472012 1843 Service Charges Sarvice Charges 23045200 £137.50 £000| E137.50 £0.00 £0.00 £000f ||@

force. If the checkbox

0 |
is selected, then auto Show:

& allinvoice tems (£1025 000 " Bervice Charge bems (£1025 000 7 Mon-Service Charge tems (£0.00)

allocation is enabled. Consaldation Opfions

7 Group under "Service Charges" (¢ Group by Scheule 7 Mo Grouping

Receipt Unallocated Money - kems not yet invoiced.

Monies for landlord - Desgrigtion |Unallocated Money Amourit 0.00
Agency fee or Dep held - Desdription |Una||ocated Money Amourt .00

This checkbox can also be used to temporarily switch auto allocation on and off for the duration of the form
without affecting the default setting. If auto allocation is temporarily switched on it will inherit all the
associated settings currently in force. Hovering the mouse pointer over this checkbox will show a tooltip that
describes what rules are currently in force at the time.
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Unallocated money
Auto allocation also works in conjunction with unallocated money. If unallocated money is used and then

some money is auto allocated, the unallocated money remains assigned in the list. Similarly, if auto
allocation is used followed by the use of unallocated money, both amounts will remain.

Instalment plans

If instalment plan schedules are in use and the Apply Instalment Plans checkbox is selected then any
automatically allocated money will be apportioned to what is currently outstanding on an instalment item
and not against the full amount of the invoice.

L] Tenancy Receipt = O
. Send Options
Landiord  [L1027 |SkyFall Lancliord Biest Fit  E-Msi
Property  |P1095 | prtment 1 SkyFal Reset Coumns || = pogt
Tenancy |6 |Dariel Craig [ Cash Adj.
Tenart | |

Receipt Date [23M0472013  [] Type |Standing Order | Total Outstanding 1025.00
Select an account to receive the money into

Bank Account | Client Account {(Including Ground Rents) j Batch: 100064

Receigt Branch | Ground Rert  w | Receiot Ref. 1933 Amournt Received 000 Amount Allocatec o.0o
Branch Cd. | HO j Dept | Front Office j Fee Earner | AGEMCY AGENC | Remainder to Azsign 0.00

Cloze

Include Si0 Invoices I
Apply Instalment Plans WV Auto Allocation v
To Post Receipts Put The Amount in the Received Column
Date S0 |Ref ftem Description Amourt | VAT OutStand |WAT Received |YAT Inc |Per
P |2300472012 1543 Service Charges Service Charges 23047207 £750.00 £0.00 £750000 £0.00 £0.00 £oo0| L ]H
23045202 15843 Service Charges Service Charges 23047207 £137 .50 £0.00 £13750 £0.00 £0.00 £000| ] |@
2304202 1843 Service Charges Service Charges 23/04/20¢|  £137.50 £0.00| £137.50 £0.00 £0.00 £000) |G
KN i
Show:
&l Invoice tems (£1025.00) (7 Service Charge tems (£1025.00) 7 Mon-Service Charge tems (£0.00)

Consalidstion Options
" Group under "Service Charges" (¢ Group by Schedule " Mo Grouping

Receipt Unallocated Money - kems not yet invaoiced.

Monies for landlord - Description |Una||cu:ated Money Amourt 000
Agency fee or Dep held - Description |L|na||cu:ated ey Amourt 0.00

FastTrak Receipts
The behaviour of FastTrak Receipts will also be changed if auto allocation is in force.
It will work in a similar fashion to the Receipt form.

e The user enters the amount in the Amount Received box.

e This figure is then automatically allocated to the outstanding invoices according to the auto
allocation default settings.

e The fields entitled Amount Allocated and Remainder to Assign are used to show how much of the
amount received has actually been allocated and what, if any, remains to be allocated.

e The [OK] button can only be pressed once the remainder to assign is zero.

e The auto allocation rules can be turned off temporarily by deselecting the Auto Allocation checkbox.
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Other Schedule Income

Introduction

CFPwinMan offers a number of ways in which money can be contributed towards a schedule.
Bank interest can be posted to a particular schedule.

Landlord and Contractor invoices can also be raised and receipted against a schedule.

It is thought that most of these processes will be rarely used (with the exception of bank interest).

But if any of the above processes do take place, the money that is obtained will be treated aside from

tenancy service charges once the schedule is finished. However, users will be able to use the moneys to

address schedule deficits (should any exist). The ability to transfer any monies collected using these
methods to a reserve fund, will also be available.

The section of this user guide entitled Administer Accounts will explain how the money can be processed

once a schedule finishes.

Bank Interest

Users have the ability to post bank interest charges or payments to a schedule or reserve fund.

The Bank Information form contains a Bank Interest tab which is used to carry out these processes. The
user must first select the relevant Landlord or Management Company, a Reference must then be entered.
It is also advisable to enter a Description, which will appear on various reports as well as the pay statement.

Bank Information - . o

Bank |Natwe&t j

Branch |F|edruth j
Sort Code |B0-21-17 v

Account Mo (01928374 v Global Accaount

Aecount M ame |G eneral Client Account

Khniown Az |E|ient Account [Including Ground Rents)

Reference |E|ient Account

BOC Number |10032

-

Branch Address |1 2 Station Foad

|Hedruth

|E0rnwal|

|
TR151BD

Telephone |

Fax |

Email |

Account

Transfer In

Tranzfer Out

Bank Beconciliation

Frint Pay-in Slip

Automated Banking Preferences

Batch Cheque Information

Links | Defaut Seftings  Bank Interest ]

|

Fecipient v
Agency Account .

Landlord . | |

Management Compary (¢ [L1010 |Springfield Heights Directars

Interest Posting

Date of Receipt  Feference  Description for statement

]

—— &' Schedule " Reserve fund

Aot

[zraszm =] | |

| S/Chige 0101 /2013 o 111272003 ~ | |

Post Item

[ |Date of Receipt [Feference  |Description
[

[Fecipient [ Amount|Schedule

[Feserve Fund

Post to Schedule

If the user is posting bank interest to a schedule, a dot should be placed in the Schedule checkbox.
The ability to select the schedule will then be presented using the provided drop down box.
The Date of Receipt will need to be between the Start Date and End Date of the target schedule.

Otherwise the schedule will not appear for selection in the Schedule drop down box.

Page 48 of 123




Jpsupport

Post to Reserve Fund

If the user is posting bank interest to a reserve fund, a dot should be placed in the Reserve Fund checkbox.
The ability to select the reserve fund will then be presented using the provided drop down box.

Users wishing to find out how reserve funds are created and handled within CFPwinMan should consult the
section of the user guide entitled Reserve Funds.

Once the schedule or reserve fund has been selected and the relevant amount specified, the Post Item
button can be selected to process the bank interest. NOTE: Positive & Negative bank interest can be posted.

If a Schedule or Reserve Fund is not specified at the point of posting the bank interest, the monies will
appear directly on the payment form for the specified client, bypassing any schedule associations.

After Posting

Bank interest that is posted to a schedule will appear on the management company or landlord payment
form, depending on who is managing the schedule. Bank Interest posted in this way is essentially
unallocated, until the user decides on which action to take with it. This will usually take place when the
schedule reaches an end.

Interest Posting

Date of Receipt  Reference  Description for statement @ Sched.le © Reserve fund Amaount
[02/0s/2m3[+] 12 | |Springfield $/Chige 01/01/2M3t0 3 =] | 000 Pastltem
[Date of Receipt [Reference [Description [Recipient | Amount[Schedule [Reserve Fund
p |02/05/2013 [12 [ Lioto | 12| Springfield 5/Chige 01/01 ~|
Springfield 5/Chrge 07/07/2012 to 31/12/2012 -

Springfigld 5/Chrge 07/07/2013 to 31/12/2013
Springfield 5/Chrge 01/07/2014 to 31/12/2014

The grid section at the foot of this form will record all bank interest postings that have been
entered in to the system. Users who accidentally post bank interest to the wrong schedule
have an opportunity to change which schedule the bank interest has been posted too.

Selecting the Schedule drop down box in the grid alongside the wrongly posted transaction will provide the
user with a list of other schedules in order to achieve this task. These reassignment steps can also be carried
out on wrongly posted reserve fund bank interest.

Users wishing to reverse a posting of bank interest can do so by posting a contra entry using the same dates
and associations that were specified for the original posting.

Page 49 of 123



Jpsupport

Landlord Contributions
Users have the ability to draw up service charge invoices to be posted against a schedule from a landlord.

CFPwinMan labels these transactions as Landlord Contributions.

NOTE: This should not be confused with Landlord Liability which is a process whereby the landlord can
assume responsibility for outstanding tenancy service charge invoices due to vacated properties.

The section of this user guide entitled Landlord Liability will explain this in more detail.

To create and post a landlord contribution, the Landlords Invoice form should be selected.

Landlord Invoice

Landlor L1001 Mr J Srith Send Options
[ E-Mail

Property | | v Post

Tenancy | | Updste

| | Preview Invoice
Previewy Pro forms

Invoice Dete [ 02052013 ¥ | Trans Up To: | 020572013 * Reference |5 Invaice Mumber |(tha) Close

Invoice Remark | Paymenrt must be by cleared funds prior to occupation. j

Pro Faorma Remark | Payinert must be by cleared funds prior to occupsation, j

to add a new invoice item - go to the last row

Date ftem Schedule Tax Category Dezcription A mount WAT|Per |Uzer |ProFotma |5
p| 02052013 |Service Charges | - £000(  £0.00|5 - Si(DAk |
* - O

The Mall - Centre Budget 010472011 to 31032012
The Mall - Centre Budget 010472012 to 31032013
The Mall - Shops 1-3 - 010472011 to 31032012

The Mall - Shops 1-3 - 01042012 to 310372013 4

»
4

4 3
Shiose:
(o All Inwoice tems (£0.00) " Service charge tems (£0.00) " Mon zervice charge tems (£0.007

Reszet Columnz |

Once the Service Charge item type has been selected, the Schedule drop down box will contain all schedules
that are linked to any of the landlord’s properties. Once a schedule has been chosen the invoice can be
raised and receipted in the normal way. NOTE: Both positive and negative invoices can be posted.

NOTE: When a schedule finishes, if there are landlord contribution invoices outstanding, the user will be
unable to enter the Administer Accounts form which is used to process surplus and deficit balances until
these invoices are paid or removed. The system will provide an opportunity to automatically remove these
invoices when the user attempts to enter this form.

Landlord contributions that are posted to a schedule in this way will appear on the management company
or landlord payment form, depending on who is managing the schedule. To begin with the money will be
unallocated, until the user decides on which action to take with it. This will usually take place on the
Administer Accounts form when the schedule reaches an end.
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Contractor Contributions
Users have the ability to draw up service charge invoices to be posted against a schedule from a Contractor.
CFPwinMan labels these transactions as Contractor Contributions.

To create and post a contractor contribution, the Contractors Invoice form should be selected.

Contractor Invoice

Cortractor  [C1007 [Bok The Builder =end Options
[ E-mail
Invoice Date | 020572013 ¥ | Trans Up To: | 02052013 ~ | Reference |5 Invaice Mumber |(tha) v Post
Invoice Remark | ﬂ Unclate
ProF R v | J Preview Invoice
- e ———————————————
ro Forma Remar Previens Pro forms
Cloze
to add a new invoice item - go to the last row
Drate =] Schedule Tax Category Description Armount VAT |Per  |User |ProForma | D
B | D2M052013 Service Charges - Insurance Payout £500000) £100.00|5 - Si|DAN D 2
* 4 O
4 3
Shiy:
(* Al Invoice tems (£600.00) (" Sgrvice charge tems (£800.00) " Mon service charge tems (£0.00)

Reset Columns |

Once the Service Charge item type has been selected and the Schedule drop down box selected the system
will launch the locate form where every active schedule in the system will be listed.

Once a schedule has been chosen

. . . Bl Locate a Scheduls X
the invoice can be raised and

. . = Click on the required Schedule

rECEIpted in the normal way. Code Mame Branch Mame Property Address “
::'),: 14 P10E7 Sinking Fund 01 0772007 to|Service Charge Famwlty Towvers, 16 Elwvond Avenue, Hels
w.J,: a6 Flatzs Charges 01040201 2-3103/2| Service Charge Lynford Hall Mundford Thetford Morfolk

NOTE: BOth positive and negative ::),; a7 The Mall - Centre Budget 01/04/20|Service Charge The Mall Shopping Certre 23-75 Coval &
‘.':Jt- 58 The Mall - Shops 1-3 - 01047201 2 |Service Charge The Mall Shopping Certre 23-75 Coval &'

in VOiceS can be posted_ .w.'),: 59 The Mall - Shops 4-8 - 01047201 2|Service Charge The Mall Shopping Certre 23-75 Coval &
‘.‘)t- [=0] P1020-Sinking Fund 2-01 /08201 2 | Service Charge Harlech Tower West Street Ealing Londo
w..‘J,:', =0) Springfield SiChrge 01012015 to |Service Charge Springfield Heights 742 Evergreen Terrad

NOTE: When a schedule finishes, A e R e el e et
Reset Columns [ Best Fit |

if there are contractor

. . . . Search Text: Information Column
contribution invoices Name: = Property Address H
outstanding, the user will be Code: Orily Search Listable Records?
.. Property Address: * Yes " Mo

unable to enter the Administer

Accounts form which is used to Erench | AllBranches =l

process surplus and deficit & Lancel

balances until these invoices are
paid or removed. The system will
provide an opportunity to automatically remove these invoices when the user attempts to enter this form.

Contractor contributions that are posted to a schedule in this way will appear on the management company
or landlord payment form, depending on who is managing the schedule. To begin with the money will be
unallocated, until the user decides on which action to take with it. This will usually take place on the
Administer Accounts form when the schedule reaches an end.
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Service Charge Reassignment

In the event that a new tenancy takes over from an older tenancy during the course of a schedule, the
system provides the ability to reassign either some or all of the service charge invoices that are associated
with the older tenancy, so that the new tenancy becomes liable for them.

When a new tenancy is created against a property it becomes the Active tenancy. After creation, when the
Tenancy Information form is saved the Service Charge Reassignment form will open automatically.

EE sService Charge Reassignment from Mr Hall {¥1044) to Mr Ivor Takenover {§)

senice Charge Reassignment

From: ®r Hall 1045,
To: Mr lvar Takenover 181

solules:
The kall - Schedule 2013
o 02055201 2 - Service Charges 020050201 2 to 0108/2012 - £135.00 (£195.00 Outstandineg
H — 02003201 2 - Service Charges 02082012 to 014172012 - £195 .00 (Invoice Mot Raized)
S — The Mall - Sinking Fund Schedule 2013

02055201 2 - Service Charges 02/05/201 2 to 0108/201 2 - £600.00 (£500.00 Outstandineg

- 02008020 2 - Service Charges 02082012 to 014172012 - £600.00 (Invoice Mot Raized)

| [— ',:h

Update | Cancel |

The older tenancy is listed in the From section and the new tenancy in the To section at the top of the form.
Any service charge invoices that were present on the old tenancy will be listed in the main section of the
form. Invoices that have already been raised will be marked as Outstanding. Otherwise, un-raised invoices
will be marked as Invoice Not Raised. All invoices will be grouped under their relevant schedule name and
by default they will be ticked for inclusion in the reassignment process. If the user requires some of the
invoices to remain against the older tenancy they can be deselected at this stage.

Selecting the Update button will assign all ticked invoices to the new tenancy. Each invoice will be posted to
the invoice form, even if they had already been raised on the older tenancy.

N ~ =
Tenancy Information N Code 3 | Service Charge |
Latdlard

[ ate Added |U2HDEH2D'I 3 | - |
Stae  [HARLECH = |MrJ Smith L1001 |
P t
Mame  |Mr lvor Takenover Btarich Cd o - |€‘l:zzr1}' —
Salutation |Mr Takenover .
Click To Selzct a Tenant | Ireeice Receipt

T1067 M lvior T akeniower IRl o i 4 ;
Wk | eposi CCou
Bep | Depozit Refunds Refunds
t obile | Credit Mates Feaszign Sve Cha

Mo. of Occupants |1 Pazzwiord Primary E-Mail | A

v Active tenancy for the unit Message all tenants

The user is able to shelve the reassignment process and come back to it at a later stage, to do so close the
form and a Reassign Svc Chg button will become available to access the form at a later date. Once the
reassignment process has been completed the new Active tenancy will become liable for any further
invoices.
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Landlord Liability

If a property becomes vacated during the lifetime of a schedule, users will have the ability to assign the
schedule invoices for the unit to the landlord. He will then become liable for them until a new tenancy takes
over by occupying the property.

m Service Charge Administration

File Schedule Postings  Administration

QEdd X W e YE

Property: Skyfall Highrise

[7 Uze petiod end date

Schedule Template [Start Date  |End Date | Schedule Mame Short Mame Charge Period | To Mgt |Moimt Seage (LL Liable |Cha in Arrears |Posted |Archived
19M030201 2 18032013 |SkyFall HighRise 2012-2013 [SkyFal HighRise 2012-2013 |@ - Quarterly soo| [0 [ ]
» 19034201 2 |18/03/2013 |SkyFall Flats 2013 SkyFal Flats 2013 H - Half Yearl, ooo| O O d
* m| a a o[ a
A
(+ Active Schedules (7 Archived Schedules 7 Al Schedules Best Fit | Reset Columns | Export to Excel |

Selected schedule: SkyvFall Flats 2013

The Service Charge Admin form contains a checkbox alongside each schedule entitled LL Liable.
Only schedules that have been marked in this way will be permitted to re-assign invoices to landlords
in the event of a vacated property. A schedule can only be marked as landlord liable before it is posted.

If a tenancy has invoices outstanding that relate to a landlord liable schedule, and the vacating date for the
tenancy is in the past, the organiser report entitled Vacant Units List will list the tenancy.

g Organiser

Main ] Aditional Dates » 14 |
TaDa List 0|Ciick for TaDe =
‘workshests 4 Wiew Eacant Units List
Inwaices to post 6l iew Froperty o Property Address  Tenancy Name Schedules Invojces
Fients to caloulate ! View b PlOS3 ‘Shop 1,TheMal| 8  |Mrlvor Takenover 1 (Febssm |
Arrears 50 e
Landlords to pay/lne dep. X Calculate
Custodial Transfers Due 0
Contractors bo pay X Calculate
Expenzes to calculate 40 Wiew
Property
PaT Test 0
Gaz Cert Due 0
Fire &slam Insp 1 e
Property Insp. 0
Ihsurance 0
F.eys Booked Out 0
Commercial lnsurance 3 Wiew
VAT Accounting Periods 3 Wiews
Wacant Units List 1 EEES]

Prewview List | Print List |= Best FiE Al Reset Columns E=port to Excel

The report will list the amount of invoices that exist on the vacated property.

The system will remind the user of any vacated properties in this list (once daily)
when they log in to the system.
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& Organiser = | O

Main | addtional Dates » 14 |

TaDo List 0|Click for TaDo =

Worksheets 4 View Wacant Lnits List
Ivvaices o post B0 T Property a Property Address  Tenancy Name Schedules [revoices

Rents ta calculate ! View b PlOS3 ‘Shop 1,TheMall| 8 |Mrlver Takenover ‘ 1 ||
Arears a0 Wiew

Landlords to papfnc dep. = Calzulate |

The Service Charge Reassignment form for the property can be launched by selecting the ReAssign button.

el service Charge Reassignment from Mr Ivor Takenover (6) to Mr J Smith (L1001}

Service Charge Reassignment

Frarn:  Mr lvor Takenover (81
To: by J Srith (L10017

- Landlord Liakle Service Charges
L — 020552012 - Service Charges 020552012 to 01085201 2 - £1500.00 (Invoice Mot Raized)

Update Cancel

It is this form that enables the user to reassign service charge invoices from the vacated tenancy to the
landlord. The vacated tenancy is listed in the From section and the landlord in the To section at the top of
the form. Any service charge invoices that were present on the vacated tenancy will be listed in the main
section of the form.

Invoices that have already been raised will be marked as Outstanding. Otherwise, un-raised invoices will be
marked as Invoice Not Raised. All invoices will be grouped under their relevant schedule name and

by default they will be ticked for inclusion in the reassignment process. If the user requires some of the
invoices to remain against the older tenancy they can be deselected at this stage.

Selecting the Update button will assign all ticked invoices to the landlord. Each invoice will be posted to the
landlords invoice form, even if they had already been raised on the vacated tenancy.

The user is able to shelve the reassignment process and come back to it at a later stage. To do so the form
can be closed and the Re-assign button can be selected on the organisers Vacant Unit report at a later date.

Once the reassignment process has been completed correctly, the landlord will become liable for any
further invoices. When a new tenancy occupies the vacant property the Service Charge Reassignment form
will automatically load. This will provide the ability to reassign the invoices from the landlord to the new
tenancy. The section of this user guide entitled Service Charge Reassignment will explain this process in
more detail.
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Reassignments - View Contributions
When service charge reassignments take place as a result of new tenancies taking over or vacated
properties, it can be slightly confusing as to where each paid and outstanding invoice lies within the system.

The View Contributions form can be loaded to provide an overview of each invoice that makes up a
schedule, the below example explains one units contribution towards a schedule over a two year period:

ki View contributions for ‘Landlord Liable’

Unit P1053; Shop 1, The Mall R ¥ Full Details
Liable Cliert | Al Liskle Clisnts | (" Posted service charges
" Pending service charges
Date Lnit Unit address Liability  |Code Mame Service charge Contribution %| Contribution WAT| Dutstanding WAT | Posted
p |02/05/2012 |P1053 Shop 1. The Mall Tenancy |8 kr lvor Takenover Service Charges 02/05/ 100.00 128000 25000 0.0oo 0.00
02/08/2012 |P1053  |Shop 1, The Mall Landlord |L1001 b1 J Smith Service Charges 02/08/ 100.00 1250.00( 250.00 0.00 0.00
02/11/2M2 |P1053  |Shop 1. The Mall Tenancy |9 1 Mewhie Service Charges 02/11/ 100.00 1250.00( 250,00 0.00 0.00
02/02/2013 |P1053  |Shop 1. The Mall Tenancy |9 1 Mewbie Service Charges 02/02/ 100.00 1250.00 250,00 1250.00f 2s0.00) [
02/05/2013 |P1053 Shop 1, The Mall Tenancy |9 bdr Mewbie Service Charges 02/02/ 100.00 126000 25000 126000 250.00 D_
02/08/2013 |P1053  |Shop 1. The Mall Tenancy |9 Mr Mewbie Service Charges 02/02/ 100.00 1250.00 250,00 125000f 25000 [ |
02411/2013 |P1053  |Shop 1. The Mall Tenancy |9 b1 Mewbie Service Charges 02/02/ 100.00 1250.00 Z250.00 1250.00f 250,000 [
02/02/2014 |P1053  |Shop 1. The Mall Tenancy |9 Mr Mewbie Service Charges 02/02/ 100.00 1250.00 250.00 1250.00f 25000 O |
[ [ [ [ [ [ [ [ 100.00[  10000.00] 2000.00] BZ50.00] 1250.00] |
= Detai  Summary " Totals only BestFt | ResetCoumns | ExporttoExcel|
Reparting options
Service charge totals ﬂ Preyiew | Brint | Cloge

e The first quarterly invoice of the schedule was posted and paid to the tenancy with a code of 8.
e That tenancy must have then vacated, because the second invoice was settled by the landlord.
e Anew tenancy with a code of 9 then takes over from the landlord and settles the third invoice.
e The new tenancy is now liable for the remainder of this schedules invoices associated with the unit.

The View Contributions section of this user guide will explain this form in more detail.
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Amending Schedule Budgets

Introduction
Once a schedule has been posted, users will be able to make amendments to budget amounts and or
include additional budget items. There are a few points worth noting before attempting to do so.

. The overall total budget cannot be reduced to less than zero.

. The overall budget cannot be reduced to a figure that results in one particular unit having
paid more than their allocated share of the budget.

. Reducing a schedule’s total budget to £0 will remove all invoices from all tenancies.
This effectively cancels the schedule. However the ability to change a total budget to
zero can only be undertaken if no invoices have been receipted.

. Contribution percentages will remain fixed and cannot be changed midway through a schedule.

« The system will remove any un-posted invoices after a budget adjustment and newly recalculated
invoices will take their place. Raised invoices could also be removed if a large reduction of the
total budget occurs.

« Abudget change to a regular payment schedule will result in the system recalculating the
invoice amounts and spreading them out evenly across the remaining charge periods.

Amending a budget il Schedule allocation for SkyFall Flats 2013

The Schedule Allocation form is where amendments Start date: [1970372012 [= End date: [1870372013 [=
' —_
to budget figures take place.
Budget Items

When making a change to the overall budget amounts Total Budget: £15.850.00

e . . Description Motes Bucget
of a schedule, the ability to enter new budget items is > aintenance £1 500,00
provided. However, the ability to remove schedule Flumbing £6 250,00
. . - — | |cwedtrica £5,100.00
items is prohibited. %
Once the required adjustments have taken place the
Confirm and Post button will become available to
process the schedule adjustment.

15850.00

A typical adjustment of the total budget will result in the system attempting to leave the outstanding
invoices for each unit and recalculate what hasn’t been raised to be charged regularly between the date of
the adjustment and the end of the schedule. How regularly depends on the schedules charge period.

An example of both a reduction and increase in total budget is provided on the following pages.
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Reducing a Schedule Budget - Example:

A quarterly schedule has been created for one unit spanning two years. Today’s date is right in the
middle of the schedules duration. The schedules original total budget was £2400.

Half of this has been received, and one of the quarterly invoices (E300 — due today) is outstanding.
A summary of this schedule is shown below.

&l View contributions for ‘Example-1"

Unit |l Units v (= | @ Full Details
Tenancy |.E«II Tenancies j (" Posted service chardes
Drate IInit addresz Service charge description Contribution| AT | Outztanding AT | Posted
03/05/2012 |Shop 1, The Mall | Service Charges 03/05/20012 to 02/08/2012 300.00{ 0.00 000 0.o0
03/082012 [ Shop 1, The Mall | Service Charges 03/08/20012 to 02/411/2012 300.00{ 0.00 000 0.oo
03112012 [Shop 1, The Mall | Service Charges 031120012 to 02/02/2013 300.00{ 0.00 000 .00
03/02/2013 [ Shop 1, The Mall | Service Charges 03/02/2013 to 02/06/2013 300.00{ 0.00 000 000

p [03/05/2013 |Shop 1. The Mall | Service Charges 032/05/2013 to 02/08/2013 300.00{ &0.00 300.00| OO0
03/08/2013 | S5hop 1, The Mall | Service Charges 03/08/2013 ta 02112013 300.00{ &0.00 300.00| OO0
03/11/2013 | Shop 1. The Mall | Service Charges 03/08/2013 ta 02/11./2013 300.00{ &0.00 300.00) &O.00
03/02/2014 | Shop 1. The Mall | Service Charges 03/08/2013 ta 02/11./2013 300.00{ &0.00 300.00) &O.00
2400.001480.00{ 1200.00)240.00

O00OEEEEE

Reducing the budget from £2400 to £2000 results in the following:

il View contributions for ‘Example-1

Lnit |g|| nits: * ﬂ {«" Full Detailz
Tenancy |.E~II Tenancies ﬂ (" Posted service charges
D ate IInit addresz Service charge description Contribution| AT |Outstanding] VAT |Posted
03/05/2012 |Shop 1, The Mall |Service Charges 03/05/2012 to 02/08/2012 300,000 60.00 noo 0o
03/08/2012 |Shop 1, The Mall |Service Charges 03/08/2012 to 024112012 300,000 60.00 noo 0o
03A11/2012 |Shop 1, The Mall |Service Charges 034171/2012 to 02/02/2013 300,000 60.00 noo 0o
03/02/2013 |Shop 1, The Mall |Service Charges 0340242013 to 02/08/2013 300,000 60.00 noo 0o

p [03/05/2013 |Shop 1. The Mall | Service Charges 03/05/2013 to 02/08/2013 300.00) &0.00 300.00( &0.00
03/05/2013 |Shop 1. The Mall | Service Charges 03/05/2013 to 02/08,/2013 125.00) 25.00 125.00( 25.00
03/08/2013 |Shop 1. The Mall | Service Charges 03/05/2013 to 02/08/2013 125.00) 25.00 125.00 25.00
03/11/2013 | Shop 1. The Mall | Service Charges 03/05/2013 to 02/08/2013 125.00) 25.00 125.00 25.00
03/02/2014 |Shop 1. The Mall | Service Charges 03/05/2013 to 02/08/2013 125.00) 25.00 125.00 25.00
2000.00) 400.00 800.00{ 160.00

O000EEEEE

Because the total of what has been received, together with what is posted and outstanding (=£1500)
does not exceed the schedules new budget of £2000, the outstanding invoice is left outstanding, and the
un-posted invoice amounts have been reduced to recoup the remaining schedule monies evenly across
the remaining four charge periods.

If we instead reduce the total budget to £1300, only £100 would be needed to complete the schedule.
So the system would issue a credit note for the outstanding invoice, and replace it with four quarterly
invoices of £25 each beginning today.
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Increasing a Schedule Budget - Example:

As before a quarterly schedule has been created for one unit spanning two years. Today’s date is right in
the middle of the schedules duration. The schedules original total budget was £2400.

Half of this has been received, and one of the quarterly invoices (£300 — due today) is outstanding.

A summary of this schedule is shown below.

gid Yiew contributions for ‘Example-1"

LInit |.-'1‘-.II Unit= ﬂ {* Full Detailz
Tenancy |.ﬂ-.ll Tenancies ﬂ (" Posted service charges
D ate [Irit address Service charge description Contribution| VAT | Outstandin AT | Pozsted
03/05/2012 |Shop 1. The Mall [Service Charges 03/08/2012 to 0240842012 30000 g0.00 noo 0oo
03/08/2012 |Shop 1. The Mall [Service Charges 03082012 to 02112012 30000 g0.00 nog 0oo
031/2012 |Shop 1. The Mall [Service Charges 03/11/2012 to 0240242013 30000 g0.00 0o 0oo
03/02/2013 |Shop 1. The Mall [Service Charges 030242013 to 0240542013 30000 g0.00 nog 0oo

p |03/05/2013 |Shop 1. The Mall | Service Charges 03/06/2013 to 0240842013 300.00| &0.00 300.00{ &O.00
03/08/2013 |Shop 1, The Mall | Service Charges 03/08/2013 to 0241142013 300.00| &0.00 300.00{ &O.00
02/11/2013 |Shop 1, The Mall | Service Charges 03/08/2013 to 02/11/2013 300.00) EO.00 300.00{ EO.00
03/02/2014 |Shop 1, The Mall | Service Charges 03/08/2013 to 02411/2013 300.00) E0.00 300.00{ EO.00
2400.00/120.00| 1200.00240.00

O00EEEEE

Increasing the budget from £2400 to £4000 results in the following:

i View contributions for ‘Example-1"

Unit | Al Urits v v | @ Full Details
Tenancy |.-'3-.II Tenancies j (" Posted service charges
[rate IInit addresz Service charge description Contribution|  %AT | Outztanding| AT |Posted
p | 02/08/2012 | Shop 1, The Mal | Service Charges 02/05/2012 to 02/08/201 2 200,00 e0.00 noof  0oo
03/08/2012 |Shop 1, The Mal | Service Charges 02/08/201 2 to 02411201 2 200,00 e0.00 noof  0oo
03A1/2002 | Shop 1, The Mal | Service Charges 02/11/201 2 to 02/02/201 3 200,00 e0.00 noof  0oo
03/02/2013 | Shop 1, The Mal | Service Charges 02/02/201 3 to 02/08/201 3 200,00 e0.00 noof  0oo

03/05/2013 | Shop 1, The Mal | Service Charges 03/05/2013 to 02408,/2013 300,00 &0.00 300,00 &0.00
03052013 | Shop 1, The Mal | Service Charges 03/05/2013 to 02408,/2013 625.00( 125.00 625.00( 125.00
03/08/2013 | Shop 1, The Mal | Service Charges 03/05/2013 to 02408,/2013 £25.00| 125.00 £25.00| 125.00
034114203 | Shop 1, The Mal | Service Charges 03/05/2013 to 02408,/2013 £25.00| 125.00 £25.00| 125.00
03/0242074 | Shop 1, The Mal | Service Charges 03/05/2013 to 02408,/2013 £25.00| 125.00 £25.00| 125.00
| | 400000 00.00) 250000 560.00

O0O000OEEEEE

Because the total budget has increased, the outstanding invoice is left outstanding and the un-posted
invoice amounts have been incremented to recoup the remaining schedule monies evenly across the
remaining four charge periods. If the amendment takes place on the same day as a due date for one of
the invoices this may result in two invoices being charged for the same charge period (see 03/05/2013
above for an example of this).

If a user amends a budget on or after the last day of a schedule, one invoice will be produced reflecting
the whole of a unit’s contribution and this will be due immediately.
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Schedule Expenditure
This section of the user guide is intended to address all aspects of assigning expenditure to a schedule.

Post Property Expense
The Post Property Expense button available on the Contractor Information form can be selected to post
expenditure to a schedule. The Head Property should be chosen on the Locate Property selection box.

il Post Property Expenses

Cortractor.  Locate | [c1001 |Elr'rti3h Gas

Landlord: L1003 |r-.u1r D Trotter Close
Property:  Locgte | |P1020 |Har|eu:h Tower V Updste Expenses
Tenancy: | |

Tenart: | |

To Add an Expense Use the Down Arrow

D ate F.nowrdz Ref SchedulelD Section 20 [ltem T ax Categon D ezcriphion Amount [WaT
JFloama2m s Harlech Twr - Servi |15 External Mairtenance 2013 [l Gardening| w |Property repairs, n|Lawwn Care £100.00 £20.00
* |l Gardening

General Fepairs & Maintenance
wWindovy Cleaning

I — i
Freset Colurmns | BestFit |

Contractor |H0me Mowers Department Tenant |

Landlard | Tenart |

Property |Har|ech Towwer

The Date, Account, Reference, Amount and Description can be entered on the available line in the grid
section of the form. In order to associate the expense to a schedule the relevant schedule must be chosen
from the SchedulelD drop down box. When it then comes to selecting the Item of the expense, the available
options in this dropdown box will be limited to the expense types that make up the schedule.

Works Order

The Works Order button available on the Contractor Information form can also be selected to post
expenditure to a schedule. This form also provides the ability to produce a worksheet to be supplied to the
contractor. To begin with the Head Property should be chosen with the Locate Property selection box.

Rid Works Orders

Job Mumber |25 Send Cptions
B
Corntractar |C1001 [British Gas -
Propetty |P1 020 |Harlech Towwver v Post

|Wiest Strest Print
|Ealing Presiew

|L0nd0n|

Filter WWiCrders Al ﬂ
Cortact for Access Billing Mame (Management Campany)
(" Tenancy | Harlech Towver Directors J
" Tenant
* Agency | CFP Ground Rents Department j
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The user will be able to post an expense for the works that have been carried out as soon as a Completed
Date has been entered on to the worksheet.

Cur Estimate 0.00 Date Completed | 02M030201 3 -

Description of Work

Contractor Invoice

Acoount | Hatlech Twer - Service Charge Client o ﬂ
Schedule |External Mairtenance 2013 w| Section20 [
[Date Ret tem Tax Categary
| 03052013 | - |1 B Wincowy Cleaning j |Pru:uperty repairs, maintenance and renevwals ﬂ
Description Aot AT
Full building window Clean | 230000 | 460.00

Scan Invoices Mewer Invaoice | | Post Expense |

The Date, Account, Reference, Amount and Description can be entered at the foot of the form.

In order to associate the expense to a schedule the relevant schedule must be chosen from the Schedule
drop down box. When it then comes to selecting the Item of the expense, the available options in this
dropdown box will be limited to the expense types that make up the schedule

Postings - Expenses

The Expenses option available from the Postings menu heading can be selected to post expenditure
to a schedule. Raising an expense on this form will pay the contractor immediately. To begin with the
Head Property, Contractor and Account should be chosen using the relevant Locate buttons.

aid Post Expense 1o Property or Tenant

= U
Contractor;  Locate | |LInKnuwn Contractor(s)
Landlord: [100g Mr C M Burns . Gese |
Scan oy,
Property: Locate | [P1080 =pringfield Heights .
4 | | Clear Selection
Tenancy: Locate | | | ===
Tenant: Locate | | |
Accourt Locate | | |
Schedule: |Nu:u Schedule ﬂ
Expensze Date: Payment Type: Chegue kumber Tatal Expensze Allocated
[07/0672013  [+] [cheque |  fioosio | ooo 0 000
tem Tax Categary Dezcription ftetn Amaourit AT

| Sl Sl oo [ ow

| Post tem |

tem Tax Categary | Deszcription Atnaurt AT | Landlord Froperty | Tenancy | T

£ i | (#]
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The relevant schedule can then be selected using the Schedule dropdown box. The usual description,
reference, item type and amounts can then be selected to draw up the expense.

Gid Post Expense to Property or Tenant

Contractar;  Locate | |Llnl»(n|:|wn Cortractor(s)
Landiore: L1003 bt C M Burns _ Gose |

Scan Inv.
P rty: L I P14 060 Springfield Height n
roperty: Locate | | Springfield Heights Clear Selection
Termancy: Locate | |
Tenart: Locate | | |
Account  Locate | | |

Schedule: |ND Scheduls Y j

Expense Date: Payment Type: Cheque Mumber Total Expense Allocated

[7/o6/2012 [w]  [cheue | [io0s10 | oon 06D

ftem Tax Categary De=zcription ftem Amount WAT

| j | ﬂ | | 000 | 0.00

| Post ten |

ftem | Tax Categary | Description | Amourt | AT | Landiard Property | Tenancy A | T

The Post Item button can then be selected to add the expense to the grid section at the foot of the form.
The Update button can be selected to post the expense once the user is satisfied the details are correct.

Section 20 Expenses

Introduction

Page 37 of the RICS consultation document states, in respect of reserve funds, that “separate items of
expenditure in respect of which notices were issued under section 20 of the Landlord and Tenant Act 1985
should be clearly identifiable”.

The system does not allow the posting of expenses directly to a reserve fund. Instead users will have to post
expenditure to a schedule and then transfer the money to/from a reserve fund.

The section 20 notification is required for any expense that falls within certain criteria, most notably, any
expense which requires one or more leaseholder to pay more than £250.

Expenses falling under section 20 require a consultation process to be formally undertaken.
This would normally take place before the expense is posted.

Various reports in the system such as the Balancing Statement and Service Charge Statement will group
section 20 expenses apart from normal expenses. The reports section of this user guide will explain these
reports (and how they represent a section 20 expense) in more detail.
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Posting Section 20 Expenses
The Works Order, Post Property Expense and Postings - Expenses forms each contain a checkbox entitled
Section 20. This checkbox must be selected prior to updating the expense in order for the expense to

become marked as a section 20 expense.

&id Post Property Expenses i |
Cortractor  Locate | [c1o01 [British Gas
Landlard: L1003 |Mr [ Trotter Close
Property:  Locgte | |P1020 |Har|ech Tanwver Updste Expenses
Tenancy: | |
Terant: | |
To Add an Expense Use the Down Arrow
Date Enownds Ref SchedulelD Section 20 |tem Tax Cateqgory Description Amount  [WAT
F|03msizm 3 Harlech Twer - Serwi |15 Exterral Mairtenance 2013 |v! Gardening Property repairs, n|Lawn Care £100.00 £20.00
* [
KN I i
Fieset Columns | BestFit |
Contractor |H0me Mowers Department Terart |
Landlord | Tenant |
Property |Harlec:h Tonwer

kid Works Orders

Job Mumber |25

Send Options
-

Contractor |C1001 [British Gas

-

Property |P1 0z0 |Har|ech Tower

o
o

v Post

|iest Street

Prirt

|Ea|ing

Prewiew

|L0ndon
Contact for Access

" Tenancy
" Tenant

Fifter Wiilrders All
Billing Mame (Management Company)

=
[

These three images indicate
the presence of the Section 20

| Harlech Toweer Directors

* Agency | CFP Ground Rents Department

Rating |URGENT =7
iritten Estimate |Mo -

Qur Estimate 0,00

Des=cription of Wiork

[7 Go Ahesd

checkboxes on each of the

=
= three forms.
Date Reported ’W‘T
Pref Start Date | DDMMAYYY |+
Date Complsted  [DDMMACYYY [+

Cortractar Invoice

Accournt | Harlech Twer - Service Charge Client o

|

Schedule |E>dernal haintenance 2013

Date Ref tterm

Cloze

Tax Category

EETEIENE

Description

Windowy Cleaning ﬂ |Property repairs, maintenance and renewals

Scan Inv.
Clear Selection

Amount WaT

[Ful buiing windovw Clesn

Scan Invoices

| 23000 [ 45000

Mever Invoice | Post Expense |

Sehedule: ]Springfield SiChrge D1/01,2012 to 3141 202012 j
Expensze Date: Paymert Type: Chegue Mumber Taotal Expense Allocsted v
[o7/052013 [+ |cheaue  «| 100310 | 0oo | 000 ¥ Section 20 notice applies
ftem Tax Category Drescription ftem Amourt AT
|Genera| Repairs Ej |Pr0per‘ty repairs, maintenance and rﬂ |Replace Glazing | 000.00 | 150000
| Poszt tem |
ftem | Tax Category | Description Amourt | VAT | Landiord | Froperty | Tenancy | T
<
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Adjusting and Deleting a Posted Expense

Adjusting an Expense

The Pay Contractor button on the Contractor information form provides the ability to change certain details
of a posted expense. If an expense has been posted to an incorrect Schedule, Account or Item Type, the
following steps can be carried out to adjust these settings without having to delete the expense.

If an expense exists where the cash from the liable client has yet to be deducted for it, the expense
will appear in the Ledger section of the pay contractor form.
The user has the ability to drill down into this section by selecting the relevant drop down arrow.

Pay |Code Contractor Account Known s Cash - Pay Cont| Cash - Payp Later| Ledger - Pap Cont| Ledger - Pay Later|Include
|O |c1o01  [British Gas | Cliert Aceourt (neluding Graund || £584.55 =| £0000 -] £117.50 ~| £0.00 ~|
[Date [Account Known As [Ref  [Schedule [Itermn [ D escription [&mourt  [Period [User  [Cash
p | 06/07/2012 | Client Account [Including Ground Renl -] [NoSchedule = Plumbing = Harlech PPE [ £R3.75[5 [cFP |
A A

The user can change the Account, Schedule or Item type of an expense by selecting the relevant drop down
arrow. The Confirm button can then be selected to proceed with any changes that have been made.

Expenses where cash has been made available from the liable client(s) will appear in the Cash section of this
form. The Account for these expenses cannot be altered in the same way as above. However, the ability to
change the Schedule or Item Type will be available.

Deleting an Expense
In some cases the ability to delete an expense maybe required by the user.

Fay|Code Contractor Account Known Az Cash - Pay Cont|  Cash - Pay Later| Ledger - Pay Cont| Ledger - Pay Later| Include Ledger Deductions
|O 1001 [British Gas | Cliert &ccaurt (ncluding Ground 1| £594.55 | £0.00 ~| £117.50 =| £0.00 ~| (| | 59.46/
Date Account Known As Fef |Schedule Item Description Amant Period |Uzer  |Cash Available | Fay Mow? | Froper
p |06/07 /2012 | Client Account [Including Ground Renl - Mo Schedule - | Flurnbing - | Harlech FPE £58.75(5 CFF ] Harlec
p | 060772012 | Client Account [Including Ground Rents] Mo Schedule Flurnbing Works #5875 5 CFP O The i
A
L »
| Cancel |
Select Al | Reject &l |
Ret fche Mo, 100502 Pay Contractors | Wiew List
Pay Date: | 0g/07/2012 - Close
Pay Type Chegque
Multiple Contractor Payments.. Ready

This is carried out by selecting the Black Arrow head alongside the expense. The expense line will turn a
dark grey colour and the user will then be able to press the [Delete] key to remove the expense entirely.

Expenses where cash has been made available from the liable client(s) will appear in the Cash section of this
form. These expenses cannot be deleted in the same way as above.
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End of Schedule Processes

Introduction

Due to most budgets being estimated at the start of a schedule, it’s unlikely that the total expenditure
amount will match the total income amount that has been amassed during the life of the schedule.

This section of the user guide will explain the many ways to process Surplus and Deficit schedule balances.

The ability to make use of Reserve Funds will also be covered in this section of the guide. This provides the
user with the ability to transfer monies either from or to a reserve fund. The ability to then use these
reserve fund monies to address other schedule balances will then also be covered.

Reserve Funds

Introduction

The user can create and associate multiple reserve funds with a head property.

The user will be able to set up an opening balance for each fund. Any surplus monies can be assigned to a
reserve fund and any schedules that are in deficit can transfer monies from a reserve fund in order to
balance the schedule (providing enough funds exist). Any transfers to or from a reserve fund will be
represented on the relevant payment statements and reports.

Creating a Reserve Fund
The Service Charge Administration form contains a button to launch the Reserve Funds form.

m Service Charge Administration

File Schedule FPostings Administration

) 3
Quédd o LSS E
Property: Skyfall Highrise

[7 Use period end date

Schedule Template |Start Date  |End Date | Schedule Name Short Mame Charge Period | To Mgt | Mot %tage |LL Lisble |(Chg in Arrears |Posted | Archived
19/03/2012 18/0352013 |SkyFall HighRise 2012-2013 | SkyFall HighRize 2012-2013 |G - Quatterly ] 5.00 | | | | ] | |
» 19/03/2012 [18/03/2013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half Yearl,| [¥] o0 O [ [ [
* L L L - L
(% Active Schedules  ( Archived Schedules (& Al Schedules Bzt Fit Feszet Columns Export to Excel

Selected schedule: SkyFall Flats 2013

A reserve fund can be created by entering a Name and a Description on a blank line in the grid section of the
form, followed by clicking the save icon.

Gid Reserve funds

QEal | YE

Property: Hyphen lHead Property

Mame * Dezcription * tan Co Balance| Archived
¥ |HHF Rezerve Hyphen Reserve Fund O £0.00
* | O
" Archived funds Al funds Best Fit | Rezet Cc-lgmns| Expart ta Excel|
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A decision will then need to be made as to whether the reserve fund is to be associated with either
Management Company or Landlord Schedules. If a management company is associated with the property
the system will automatically assume the reserve fund is to be associated with the management company.

il Reserve funds

Oual Y&

Property: Hyphen Head Property

Mame Description tan Co Balance| Archived
F|HHP Reserve Hyphen Reserve Fund O £0.00
* O O
A
(" Archived funds Al funds Best Fit | Fezet Cc-lgmns| Export to Excel|

To specify whether a reserve fund is to be associated with a management company the Man Co checkbox
can be selected. Leaving this deselected will inform the system that the reserve fund is for Landlord
schedules.

Opening Balances
A Set Opening Balance button has been provided for users wishing to enter an opening balance.

il Reserve funds

Quald Y4£

Property: Hyphen Head Froperty

M arne Description Man Co Balance| Amchived
_F|HHP Reserve Hyphen Reserve Fund O £0.00
* O O

" Archived funds " All funds Best Fit | Rezet I:olgrnns| Export to E:-:CE||

m Enter Reserve Fund Opening Balance

Users who select this button will be presented with
the Enter Reserve Fund Opening Balance form. Fleaze select a bank account

|Elient Accaunt [[ncluding Graund Rent ﬂ
The user will need to choose an Account together

with a posting Date and Amount. The Post button Opening Balances Date  |07/05/2014 | v
can then be selected to post the balance. »  Opening Balance Amount |
A negative amount can be posted by the user. The Post Cancel

ability to make further postings is also available.

The above Reserve Fund form will reflect the
balance of the reserve fund in the Balance column.
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Account Listing Report
The ability to report on the transactions that make up a reserve is available in two formats.

The Reserve Fund Account Listing button is available for this purpose.

Ll Reserve funds

OQWald Y&

Property: Hyphen Head Property

Hame Description tan Co B alance | Archived
7 |HHF Reserve Hyphen Reserve Fund O £0.00
* O O

" Archived funds Al funds Best Fit | Reszet Enlgmns| Export ta E:-:-:el|

This button launches the familiar grid view of the transactions that make up the reserve fund.

* 1. CFP Accounts

07052013 |Reserve Fund Opening Balance £999.00 £0.00 £0.00 £0000)  -£999.00|RLSCG DA |6 L1025  |HHP Reserve |Client Accaunt ()
0752013 |Reserve Fund Opening Balance | £1 21000 £0.00 £0.00 £0000) -£2 20900 |RLSCG DanN |6 L1025  |HHP Reserve |Client Account ()
p 07052013 |Rezerve Fund Opening Balance £0.00 £0.00| £3 000.00 £0.00 £791.00|RLSCG Dan |6 L1025  |HHP Reserve |Client Accaunt ()
. [
Reserve fund statement Report Format
Statement Start Date [ DOMMA v | ¥ Post [ Show Zero Yalues? (« Mormal s
Statement End Date  [DOMMA [+ | I~ Emsail
Prirt Repaort

Print Prewviesny Close |

Preyi R rt
PrevewReport |

Feset Columns |

The ability to specify a date filter is available to narrow down the transactions that are on show.
Selecting either the Print Report or Preview Report button will produce a report similar to the pre-existing

— Tenancy Statement report (shown below). Selecting the Email checkbox before printing the report will

instruct the system to create an email of the report with a blank recipient.

Reserve Account Income for HHP Reserve

———
Accounts details between 07/05/2013 and 07/05/2013

Daite Reference  Description Dehit Credit Balance

0752013 Reszerve Fund Opening B alatice Qaa.00 0.00 -393.00

070552013 Rezerve Fund Opening B alatice 1,210.00 0.00 -2,200 00

07052013 Reserve Fund Opening Balance 0.00 3,000.00 ¥01.00

220900 300000 791.00
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Points Worth Noting
Bank Interest can be posted directly into a reserve fund. The section of this user guide entitled
Other Schedule Income contains a section for Bank Interest which explains this in more detail.

With the exception of bank interest the ability to transfer money into or
out of the reserve fund can only take place on the Administer Account form.
The section of the user guide entitled Administer Accounts will explain these processes in more detail.

The system will only permit the Administer Accounts form to transfer money out of a reserve fund if the
reserve fund balance is a positive figure. If a transaction is attempted that would change the balance of the
reserve fund from a positive figure to a negative figure the ability to process the transaction will be denied.

Any transactions into or out of a reserve fund will be listed on the landlord or management companies
payment statement. Transfers to a reserve fund will be listed as expenditure, whereas transactions
out of a reserve fund will be listed under the income section.

LU =
QEald Y4

Property: Hyphen Head Property

Mame Description Man Co Balance| Archived
_F|HHF Rezerve Hyphen Reserve Fund O £0.00
* O |

A
" Archived funds Al funds Best Fit | Rezet Eolgrnn$| Expdrt ta Er:cel|

A reserve fund can be archived providing the balance of the fund is zero. This can be achieved by selecting
the Archived checkbox alongside the reserve fund. Various filters can be activated to either show or hide
archived reserve funds.
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Administer Accounts

Introduction

Once a schedule has passed its end date, there is a need to ensure that the schedule’s Total Income
matches its Total Expenditure. In most cases the user will need to deal with whatever surplus or
deficit monies exist in order to balance the schedule in this way.

The Service Charge Administration form contains a button which launches the Administer Accounts form.
It is this form that is used to carry out any necessary transfers in order to balance a schedule.

m Service Charge Administration

File Schedule Postings  Administration

VSl =Y wENE

[ Use period end date

Schedule Template | Start Date  |End Date Schedule Name Short Name Charge Period | To Momt |Momt %age |LL Lisble [Chog in Arrears |Posted | Archived
19/03/2012 [18/03/2013 |SkyFall HighRise 2012-2013 |SkyFall HighRize 2012-2013 |Q - Quarterly so0l O O O
3 19/03/2012 (18032013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half Yearl, ooo| O O O
* [m| ] ] ol a
* Active Schedules (7 Archived Schedules (Al Schedules Best Fit | Reset Columns | Export to Excel |

Selected schedule: SkyFall Flats 2013

The user must first choose which schedule they wish to administer prior to selecting this button.
The system will prevent access to the Administer Accounts form if the schedule:

e Has an end date in the future.

Has un-raised invoices set against tenancies (Outstanding tenancy invoices are fine).
Has un-raised or outstanding invoices relating to the schedule awaiting payment from
a landlord or contractor. (Known to CFPWinMan as Landlord & Contractor Contributions)

Regarding the latter point above, if the system does encounter any landlord or contractor invoices relating

to the schedule, the opportunity will be provided to remove these invoices when the user attempts to enter
the Administer Accounts form.

CFPwinMan sdb

'T There are outztanding invaoices for thiz zghedule from landlord and contractor contributions.
L

Landlord - L1028 - Mr Hpphen Line

Y'au cannat uge accountz adminiztration far thiz echedule until these invoices are completed.

Fresz YES if you wizh the syztem to remove theze invoices or MO to exit.
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Service Charge Account Administration Form

The Service Charge Account Administration form will list all of the units that are contributing towards the
schedule together with their Percentage of liability. There are three different variants of the form
depending on the status of the schedule, either a Surplus, Deficit or No Discrepancy status will be shown.
The idea is to carry out the necessary steps on a Surplus or Deficit schedule in order for the forms status to
change to No Discrepancy. It is only when this form is shown that we know the schedule is in balance.

An explanation of the layout of each form is provided below:

Schedule Surplus form
The invoices (whether receipted or not) amount to more than the overall expenditure of the schedule.
The combined total of Surplus Monies for the schedule will be provided at the top of the form.

Lid Service Charge Account Admimistration - Schedule Large

Schedule zurplus: £1.000.00

Select action Mot selectad ﬂ
[Irit Summarny
PCODE | Property TYCODE  Tenancy Zange Due AmoLint
p |F1093 [Unit 1 Hyphen Property |10 Hyphen House Upper a0, 0000 a00.00 RO0.00
F1059 | Unit 2 Hyphen Property |11 Hyphen Houze Basement | 50,0000 a00.00 R00.00
7'y A

Frocess update az at [08/05/2013 |- |IpHate Claze

The Due column reflects how much each unit is in surplus by. The Amount column is the suggested amount
to be processed for each unit in order to address the overall surplus. This figure can be adjusted by the user.

Lid service Charge Account Administration - Schedule Large income The user WI” be a b|e tO
Schedule surplus: £1,000.00 select the Due column
Select action |Not selected ﬂ l alongSIde a unit in order

it Summary to see how the figures
FCODE | Property TYCODE Tenancy Zage Due Amount
p |P1092  [Urit 1 Hyphen Property [10 |Hyphen House Upper | 50.0000] 50000 500,00 have been CaICUIatEd.
F
Received £1.000.00 .
_ _ The example on this page
Less a proportion of Expenditure £1.,000.00 % 50,0000 £500.00 .
_— shows that the estimated
£800.00 schedule budget was
Cloze
. £1000 too much,
therefore because the
P dat bo|08/05/2073 (- Update Cloze . .
1rGERS Upete A5 9 | schedule is split 50/50

between the two units,
£500 for each unit can be

refunded back or transferred elsewhere.

The section of this user guide entitled Processing Surplus Monies will explain how to carry out the
necessary transfers in order to address a schedule with a surplus status.
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Schedule Deficit form
The invoices (whether receipted or not) amount to less than the overall expenditure of the schedule.
The combined total of Deficit Monies for the schedule will be provided at the top of the form.

5l Service Charge Account Administration - Schedule Short income

Schedule deficit: £1.000.00

Select action Mot selected ﬂ
Uit Summary
FCODE Property TY'CODE | Tenancy #age| Required
p |F1093 Unit 1 Hyphen Property (10 Hyphen Houze Lpper A0.0000 R00.00
F1093 Unit 2 Hyphen Property (11 Hyphen Houze Basement | 50,0000 a00.00

Frocess update az at [08/05/2013 |- |Ipdate Cloze

The amounts Required from each unit in order to address the deficit will be listed alongside the units.
The above example shows that the estimated schedule budget was £1000 short, therefore because the
schedule is split 50/50 between the two units, £500 will be required from each unit to address the deficit.
The section of this user guide entitled Processing Deficit Monies will explain how to carry out the
necessary transfers in order to address a schedule with a deficit status.

No Discrepancy form

The invoices (whether receipted or not) amount to the same as the overall expenditure of the schedule.
The line at the top of the form labelled There is no discrepancy for this schedule will reflect the fact
that the schedule is in balance, therefore no further action will be required.

EE service Charge ficcount Administration - 5chedule Matched Income

There iz no dizcrepancy for this schedule

Select action I A j
Idnit Surnrnary
FCODE | Property TYCODE | Tenancy Zage Due
p |F1033 |Unit 1 Hephen Property |10 Hyphen House Upper R0.0000 a00.00
F1059  |Unit 2 Hyphen Property (11 Hyphen Housze Bazement R0.0000 A00.00

Process update as at (0340542013 |- | Cloze

The Due Amount of each unit’s outstanding invoices (should any exist) will be listed alongside the unit.

The above example shows that the estimated budget of the schedule was accurate. Despite the fact that the
two units both have outstanding invoices of £500 each, no action will be required on this form either before
or after those monies have been received. Note: The landlord or management company pay form
(depending on schedule type) will not balance until all outstanding invoices have been received.
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How Multiple Contributors Are Represented
When one tenancy replaces another for a given unit CFPwinMan provides the ability to reassign the vacated
tenancies service charge invoices to the new tenancy via the Service Charge Reassignment functionality.

The ability for landlords to become responsible for service charges when a unit becomes vacated is also
available via the Landlord Liability functionality.

NOTE: Each of these processes have already been covered and have their own section in this user guide.

When the Service Charge Account Administration form encounters a unit containing multiple parties which
have contributed towards a Surplus schedule using either the Service Charge Reassignment or Landlord
Liability functionality, three dots will be shown in the TYCODE column alongside the unit.

il Service Charge Account Administration - Multiple Liabilities

Schedule surplus: £4,000.00
Select action Mot selected j
it Summary
PCODE Property TVvCODE | | Tenancy *age Due ArnaLnt
P1033 Idnit 1 Hyuphen Property 10 Hyphen Houze Upper 50.0000) 2000000 200000
A |P1099 it 2 Huphen Property W [Multiple clients] 50.0000) 200000 0.00

Process update az at |08/05/2013 |- Update Cloze

Selecting the three dots in the TYCODE column will expand the form so that the name of each provider of
income towards the unit’s contribution amount is listed.

Gid Service Charge Account Administration - MHultiple Liabilities

Schedule surplus: £4.000.00

Select action Mot zelected j
Unit Surnrnary

FCODE Froperty TYO0DE Tenancy Zage Due Aot
F1098 Unit 1 Hephen Property 10 Hyphen House L pper B0.00000 200000 200000
A7 |P1095 Unit 2 Hephen Property o - | [Multiple clients] B0.0000(  2,000.00 0.00

CODE Hame Received Arnount

b |11 Hyphen House B azement R00.00 0.00

12 Hyphen House B azement TAKEDWVE] 1000.00 0.00

L1023 Mr Hyphen Line 500.00 0.0o

A A
_ Close |

Process update as at |08/05/2003 |- Update | Cloze |

Alongside each name, in the Received column, will be the amount each client has paid towards the unit’s
share of the schedule. The above example shows that a unit has had two separate tenancies contributing,
together with the landlord who also contributed £500 towards the units share of service charges.
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The reason the system lists other contributors of income towards a unit’s allocated share of a schedule is
because with the schedule being in a surplus state, there is money left over which the user may wish to
refund back to the contributors.

The section of the user guide entitled Processing Surplus Monies will explain how to process surplus
monies for multiple clients.

When the Service Charge Account Administration form encounters a unit containing multiple parties which
have contributed towards a Deficit schedule using either the Service Charge Reassignment or Landlord
Liability functionality, only the most recent tenancy will be listed alongside the unit.

Service Charge Account Administration - Multiple Liabilities 2

Schedule deficit: £1,000.00
Select action Mot selected j
Idnit Surnmary
FCODE Froperty TYCODE  Tenancy Zage  Required
p [F10593 Unit 1 Hophen Property 10 Hyphen House Upper R0.0000 500,00
F1095 Unit 2 Hpphen Property 12 Hyphen House Basement TAKEOWVER 50.0000 500.00

Process update as at |08/05/2013 |+ Update | Close |

This is because when a schedule has a deficit status, the system is only interested in recouping money from
the active (most recent) tenancy in order to balance the schedule. It is assumed that all other contributors
have been invoiced their share of income towards the unit’s allocated share of service charges.

Therefore, there is no need to list them alongside the unit in the grid section of the form.

Page 72 of 123



Jpsupport

How Other Income Is Represented
The Other Income section of this user guide, explains the Landlord Contribution & Contractor Contribution

methods of posting income to a schedule together with the ability to post Bank Interest.
As the title of this section suggests CFPWinMan identifies these monies as Other Income.

The Service Charge Account Administration form will deal with this income differently depending on
whether the schedule is in surplus or deficit.

il service Charge Account Administration - Schedule Large income

Schedule surplus: £1.300.00

Select action Mot selected j
Unit Surarnary
PCODE Property TYCODE  Tenancy age Diue Amount
p |P1093 Idnit T Hyuphen Property 10 Hyphen Houze Upper 50.0000 R00.00 500.00
1099 Init 2 Huphen Property 11 Huphen Houze Basement B0.0000 R00.00 200,00

A

Process update as at |08/05/2013 |- Update Cloze

If the schedule balances without the need for external income the Other Income items will be listed at the
foot of the form. This is also true for schedules that are in surplus without the need for external income.
These Other Income items will remain listed at the foot of the form until they processed.

If a schedule has a Deficit status prior to taking any Other Income amounts into consideration, the system
will check to see if the Other Income amount can be used to address the schedules lack of income:

If there is not enough other income to balance the schedule, the schedule status will remain as
Deficit, but the deficit figure will be reduced by the amount of other income. The other income
monies will have been consumed by the schedule, therefore not listed at the foot of the form.

If there is exactly enough other income to balance the schedule the status of the schedule will
change to No Discrepancy. The other income section will not be listed at the foot of the form
because this would have been consumed by the schedule.

If there is more than enough other income to balance the schedule the status of the schedule will
change to Surplus. The surplus figure will reflect the amount of other income that remains after
applying what was needed to balance the schedule. The other income section will be listed at the
foot of the form listing the full amount that was received.

The Sections of this user guide entitled Processing Surplus Monies and Processing Deficit Monies will
explain how to process any Other Income items listed at the foot of the form.

NOTE: Other Income types such as Bank Interest can potentially be negative figures.
The system is able to cope with such figures using the same rules outlined above.
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Processing End of Schedule Transactions

Introduction

This section of the user guide will explain how to convert an unbalanced schedule (a schedule in
surplus or deficit) to a schedule with no discrepancy. It is assumed that the user has read and
understood the section of this user guide entitled Service Charge Account Administration Form
before proceeding with this chapter.

One of the most crucial points worth noting is that a schedules status (such as Deficit or Surplus) and
the figure reported alongside this status, is calculated by comparing the Total Expenditure with the
Total of Received Income + Any Outstanding invoices relating to the schedule.

For Example: A schedule is posted with an estimated budget of £1000. But none of the invoices relating the
schedule have been received, the expenditure for the schedule equates to £900. This schedule will be listed
as having a surplus of £100, despite the fact that no income towards the schedule has been received.

To process end of schedule transactions, the relevant schedule should be selected from the
Service Charge Administration form. The Administer Accounts button will then need to be selected.

m Service Charge Administration

File Schedule Postings  Administration

.
Q&D o S ACRVES
Property: Skyfall Highrise

[ Use period end date

Schedule Template | Start Date  |End Date | Schedule Mame Short Mame Charge Period | To Momt [Momt %age |LL Lisble | Chy in Arrears |Posted | Archived
180032012 [18/03/2013 |SkyFall HighRise 2012-2013 |SkyFall HighRise 2012-2013 | @ - Guarterly v s00) [ | | ] | |
» 19032012 |15/03/2013 |SkyFall Flats 2013 SkyFall Flats 2013 H - Half wWearly|  |v] 0.00 | | | | | | | |
* | L L L L
(v Active Schedules (0 Archived Schedules (Al Schedules Beszt Fit Reset Columns Export to Excel

Selected schedule: SkyFall Flats 2013

The Service Charge Account Administration form will then be provided detailing the status of the schedule.

Gl Service Charge Account Administration - Schedule Large income

Schedule surplus: £1.000.00

Select action Mot selected j
. Mot selected
Unit Sumnmary —| R efund
PCODE  [Transfer to unallocated TYCODE | Tenancy *age Due  Amount
p |Pi058  |Transfer to reserve fund 10 Hyphen House Upper BOO000)  5O0.00)  5O0.00]
P1093 |Unit 2 Huphen Property 11 Hyphen House Basement 50.0000 R00.00 SDD.EIEI|

Process update as at |09/05/2013 |- Update Cloze |

The form will behave differently depending on the status of the schedule. The next sections of this chapter
provide guidance on how to address unbalanced schedules for each of the schedule status types.

Page 74 of 123



Jpsupport

Processing Surplus Monies

If the expenditure for a schedule is less than estimated, or more income has been assigned to the schedule
then was anticipated, the schedule status will be listed as Schedule Surplus, together with the amount of
the surplus.

The user will need to make a decision as to what they wish to do with the excess funds received during the
life of the schedule. The monies will need to be moved out of the schedule in order for it to balance.
The Service Charge Account Administration form provides three different options to move the monies:

il Service Charge Account Administration - S¢:hedule Large income

Schedule surplus: £1,000.00

Select action Mot selected j
. Mot zelected
Unit Summany —{ R afund v
PCODE | Transfer to unallocated TvYCODE  Tenancy *age Due Amaunt
p |Finag [ Transfer to reserve fund 10 Hyphen House Upper FO.ODOD]  ROOOO[  ROO.OA)
P1033 |Unit 2 Huphen Property L Hyphen House Basement 50.0000 R00.00 50000

Process update a5 at |09/05/20013 |- |Jpdate Clase

The user must choose the Action they wish to perform in order to move monies out of the schedule by
selecting the Select Action dropdown box. The three possible actions a user can undertake to process
surplus monies are:

« Refund monies back to the client.
. Transfer monies to the client’s unallocated pot.
« Transfer monies to a reserve fund.

Once an Action has been selected the user must specify the monies that are to be processed using the
Amount column alongside each unit. By default the system assumes that all surplus monies for each unit will
be processed, so the full amount of each individual units surplus will be listed, although this figure can be
adjusted.

NOTE: The system will not allow the user to specify a figure in the amount column which is more than the
unit’s surplus amount or a negative figure.

Once the user has specified their required Action and the Amount they wish to process for each unit, the
ability to enter a date for the transaction is provided in the Process Update As At box at the foot of the
form. With these three points addressed, the Update button can be selected to carry out the transactions.

The user will be able to use a combination of the three available actions. So for example £100 from each
tenancy can be transferred to a reserve fund, and the remaining monies refunded back to each client.

After carrying out an action the system will reload the form. The remaining surplus monies for each unit will
be recalculated and the Amount column will be repopulated with these figures.

Once each unit’s surplus monies have been processed, the amount column for each unit will read zero and
the status of the schedule will be changed to No Discrepancy. A thorough explanation for each of the three
Actions which can be performed, is provided on the next page.
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Refund
If a user chooses to action a Refund for a particular unit’s surplus monies, the following events will occur.

Gid Service Charge Account Administration - Hultiple Liabilities

Schedule surplus: £ 2.000.00

Select action ‘Befund j
Unit Summany
PCODE Property TYCODE | Tenancy *age Due AmnoLint
F1093 [dnit 1 Hyuphen Property 10 Hyphen Housze Upper 50,0000 0.00 0.00
A |P1099 it 2 Huphen Property 1 Huphen Froperty 50.0000) 200000 200000

Process update as at |08/05/2013 |- Update Cloze

The Service Charge Account Administration form will recalculate taking the refund into account.
Monies will be refunded back to the tenancy and an entry will be placed in the Bank Reconciliation.
An option to print the Refund note will be provided.

A refund note will be placed in the History Log should the user need to reprint or email it.

The Pay Statement for the Landlord or Management Company will contain the transaction
(labelled as Refund From) with a negative amount in its income section. The Schedule Name
will be mentioned alongside it.

Any reports relating to the schedule such as the Service Charge Statement
will include the refund transaction in its calculations.

If it is the first Action to be processed on the Service Charge Account Administration form and the
need to raise a Credit note is required, a credit note will be raised.
The section entitled Credit Notes in this chapter of the user guide will explain this in more detail.

The transaction is recorded on the View Contributions form, to provide the user with an overview.

ki View contributions for ‘Refund’ X

Tenancy |AII Tenancies j " Posted service charges

urit i it = @ Full Details

" Pending service charges

Date Lnit Unit address Code Mame Service charge description Contribution %| Contribution WAT | Outstanding
B |10/06/2012 |P1098  |Unit 1 Huphen Property 10 Hyphen Houze Upper Service Charges 10/05/2012 to|03/05/2013 100.00 1000.00 n.ao 0o

10/05/2013 |P1098 Unit 1 Hyphen Property 10 Hyphen House Upper Fefund fram refund 100.00 -1000.00 0.00 0.00

[ [ [ I [ I [ 100.00] 0.00] 0.00] 0.00]
4 3
* Detail " Summary " Totals only Best Fit | Reset Columns | Export ta Excel |

Feporting options

Service charge totals j Preview Brirt Cloze
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Transfer to Unallocated

If a user chooses to action a Transfer to Unallocated for a particular unit’s surplus monies, the following

events will occur.

kil Service Charge Account Administration - Muttiple Liabilities

Schedule surplus: £ 2,000.00

Select action iTransfer to unallocated

it Surmmary

FCODE Froperty TvCODE  Tenancy kage [ue Amount
P1033 Unit 1 Hyphen Property 10 Hyphen Houze Upper 50,0000 0.00 D.DD|
A7 |P1093 Unit 2 Hyphen Property 1 Hyphen Property R0.0000) 200000 2,EIEIEI.DD|

Process update as at |0B/05/2013 |+ dpdate Cloze |

. The Service Charge Account Administration form will recalculate taking the transfer into account.

. Monies will be refunded back to the tenancies (landlord) unallocated pot.

. The Pay Statement for the Landlord or Management Company will contain the transaction
(labelled as Trans From) with a negative amount in its income section. The Schedule Name
will be mentioned alongside entry.

« Any reports relating to the schedule such as the Service Charge Statement
will include the transfer transaction in its calculations.

. Ifitis the first Action to be processed on the Service Charge Account Administration form and the
need to raise a Credit note is required, a credit note will be raised.
The section entitled Credit Notes in this chapter of the user guide will explain this in more detail.

« The transaction is recorded on the View Contributions form, to provide the user with an overview.

ki View contributions for Refund’

Unit (&I Uit

Tenancy |AII Tenancies

" Full Detailz
" Posted zervice charges

" Pending service charges

[ate Uit Unit address Code Mame Service charge descripton Contribution %| Contribution WAT| Outstanding
p | 10/05/2002 [P1038 Unit 1 Hyphen Property 10 Hyphen Houze Upper Service Charges 10.-"05*201 210 09/05/2013 100.00 100000 0.00 0.00
10/08/2013 |P1038 Unit 1 Hyphen Property 10 Hyphen Houze Upper Trang From refund 100,00 -1000.00 0.00 0.00
[ [ [ [ I I 100.00] 000 000 0.00]
4 3
* Detail " Summary 7 Totalz only Best Fit | Reset Columns | Export to Excel |
Feporting options
Service charge totalz j Preview Brint Close

Note: The user will be able to use these monies to pay off outstanding service charge invoices for any

subsequent schedules.
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Transfer to Reserve Fund
If a user chooses to action a Transfer to Reserve Fund for a particular unit’s surplus monies, a reserve fund
must be selected from the drop down box which appears in the top right of the form.

Gid Service Charge Account Administration - Multiple Liabilities

Schedule zurplus: £ 2.000.00

Select action Transter to reserve fund 'V j Selected reserve fund [HHP Reserve M ﬂ
Uit Summary
PCODE Property TYCODE  Tenancy age Diue Amount
P1033 [dnit T Hyuphen Property 10 Hyphen Houze Upper 50.0000 0.00 D.DD|
& |P1093 IUnit 2 Hyphen Property 1 Hyphen Property 50.0000) 200000 2,DDD.EIEI|

Process update as at |08/05/2013 | Update Cloze |

The transfer can then be processed, in which the following events will occur:

. The Service Charge Account Administration form will recalculate taking the transfer into account.

. The monies will be transferred into the specified Reserve Fund.
(These reserve fund monies can then be used to address schedules with a Deficit status).

« If surplus Other Income monies exist, they will be transferred into the reserve fund alongside the
surplus tenancy monies. The Other Income section of this chapter explains this in more detail.

. The Pay Statement for the Landlord or Management Company will contain the
transaction (labelled as Trans From) in its expenditure section.
The Schedule Name and Reserve Fund name will be mentioned alongside the entry.

. Ifitis the first Action to be processed on the Service Charge Account Administration form and the
need to raise a Credit note is required, a credit note will be raised.
The section entitled Credit Notes in this chapter of the user guide will explain this in more detail.

« The transaction is recorded on the View Contributions form, to provide the user with an overview.

ki View contributions for Refund’
Unit &I Linits j * Full Details
Tenancy |AII Tenancies j " Posted zervice charges
" Pending service charges
Date Uit Unit address Code Marne Service charge description Contribution %| Contribution WAT| Outstanding
p | 10/05/2002 [P1038 Unit 1 Hyphen Property 10 Hyphen Houze Upper Service Charges 10/05/201 2 to 093%3201 3 100.00 100000 0.00 0.00
10/08/2013 | P1093 Uit 1 Hyuphen Property 10 Hyphen House Upper Trans to HHF Reserve 100.00 -1000.00 n.on 0.on
[ [ [ I [ I I 100.00] 0.00] 0.00] 0.00]
4 »
& Detail " Summary " Totals only Bestfit | Reset Comns | Exporttn Excel |
Reparting optiohs
Service charge totalz j Preyiew Prinit Close

Note: Users will be able to transfer these monies back into the system to address schedules that are in deficit.
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Example: If the user wishes to perform an action (refund) on one tenancy, but carry out a different action
(transfer to un-allocated) on another, the following steps would need to be taken in order to achieve this.

. Specify the amount to be refunded against tenancy one. Here we have left the suggested £2000.

kil Service Charge Account Administration - Multiple Liabilities

Schedule surplus: £4,000.00

Select action Mot selected j
nit Surimary A 4
PCODE Property TYCODE  Tenancy fage Diue Amount
1093 it 1 Huphen Property 10 Hupphen Houge Upper 50.0000) 200000 200000
& |P1099 IUnit 2 Hyphen Property 1 Hyphen Property 50.0000) 200000 0.00

Process update a5 at |08/05/20013 |- |Jpdate Clase

« Reduce the amount to be refunded against tenancy two to zero.
. Select the Refund action from the Select Action dropdown box and choose Update.
« The system will now refund tenancy one’s £2000, reducing that units surplus to zero.
« The form will then be re-calculated. The resulting form is shown below.

« The overall Surplus Figure has now been recalculated as £2000.

Schedule surplus: £ 2.000.00

Select action Mot zelected j
nit Surimary
PCODE Property TVCODE | Tenahcy *age Due ArnaLnt
1093 it 1 Huphen Property 10 Hupphen Houge Upper A0.0000 Q.00 0.00
& |P1099 IUnit 2 Hyphen Property 1 Hyphen Property 50.0000) 2000000 200000

&

Process update a5 at |08/05/20013 |- |Jpdate | Cloze |

« Unitl no longer has any surplus monies to process. |
. The system assumes the user wants to process unit2’s full surplus amount of £2000.
« The Transfer to Unallocated action can now be chosen and the Update button selected to
transfer this units surplus £2000 to the tenancy’s unallocated pot.
« The schedule status will now change to No Discrepancy, as all surplus monies have been dealt with.

NOTE: The View Contributions form will provide an overview of the above transactions.
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Credit Notes
If the system encounters tenancies that have yet to pay their full share of schedule expenditure, despite the
fact that the overall schedule status is in surplus, the tenancies will be listed with £0 in the Due column.

kil Service Charge Account Administration - Schedule €

Schedule surplus: £600.00

Select action Mot selected j
[nit Surnmary
PCODE Property TYCODE  Tenancy fage Diue Amount
P1033 Idnit 1 Hyphen Property 10 Hyphen Houze Upper 50.0000 200,00 200.00
p [P1099 it 2 Huphen Property 12 Huphen Houge Bazement TAKEOWVER a0,.0000 Q.00 0.00

Process update az at |09/05/2013 | Update Cloze

When the user performs an action such as a Refund or Transfer to Reserve Fund, the system will post credit
notes to these tenancies that, when combined with their outstanding invoices, reduces the amounts owed
to figures that reflect the tenancies exact share of expenditure, minus what has already been received.

For example: The above image was obtained from a schedule split 50/50 between two units where the
following steps have occurred:

e The total estimated schedule budget was set at £1000.

e Unit 1 Paid £400 out of its £500 outstanding service charge invoices.

e Unit 2 Paid £100 out of its £500 outstanding service charge invoices.

e The expenditure assigned to the schedule amounted to £400 (so each unit should contribute £200)

Unitl — Has paid £200 too much to balance the schedule. So the system allows the user to process the £200
surplus for the unit. When this is processed the system will automatically raise a credit note for £-100 to
erase the outstanding amount of £100 present on the tenancy receipt form.

Unit2 — Still owes £400, but only £100 of this amount is needed to balance the schedule. So when the
surplus monies for unitl are processed, the system automatically raises a credit note of £-300 to reduce
what is owed to £100.

This example not only demonstrates that credit notes will be issued to tenancies that have yet to pay their
allocated share of expenditure towards a surplus schedule, but also (as with Unitl), tenancies that have paid
more than their share of expenditure yet still have monies outstanding, will be provided with a credit note in
order to erase any outstanding invoices.

The system produces all credit notes the first time an action (such as refund) is processed for the schedule.
The total for all Credit Notes will be deducted from the Schedule Surplus amount the second an action is
processed, any monies that have been processed will also be deducted from the Schedule Surplus.

If the user decided to refund unitl’s surplus of £200 back to the tenancy, unitl would receive a credit note
of £100 and unit2 a credit note of £300. These three amounts total £600 the same as the schedules overall
surplus, therefore the schedule would be balanced, and its status would change to No Discrepancy.
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If each unit within a surplus schedule has yet to pay enough to money to satisfy their individual share of

expenditure, there will be no surplus money to process, therefore only the action of credit noting each
tenancy will be presented to the user upon entering the Service Charge Account Administration form.

Service Charge Account Administration - Schedule C

Schedule surplus: £100.00

Select action |Not selected j
) [Mat zelected ]
Unit Summary —Eradi Hiole
PCODE Property TYCODE  Tenancy fage Diue Amount
p |P103E [dnit T Hyphen Property 10 Hyphen Houze Upper 50.0000 0.00 D.DD|
P1033 [Init 2 Hyphen Property 12 Hyphen House Basement TAKEOVER 50.0000 0.00 D.EIEI|

Process update as at |09/09/2013 |- Update Cloze |

When the system posts a Credit Note to a tenancy, it will be posted directly to the tenancy receipt form.
Therefore, the amount due for the tenancy will be immediately affected by the raising of the credit note.

If the credit note amount is an exact (opposite) match to the outstanding amount, the credit note and
outstanding invoice will cancel each other out and so both invoices will cease to exist on the receipt form.

The View Contributions form records all credit notes and schedule transactions that have occurred for a
schedule. This can be particularly useful to provide clarity when any confusion occurs.
The below View Contributions form reflects the scenario in the example outlined on the previous page.

il View contributions for ‘Schedule €’

Unit |.1\.II Unitz j {* Full Detailz

Tenancy |AII Tenancies j (" Posted service charges

(" Pending service charges

[ate Unit  |Mame Service charge description Contribution %| Contribution| ¥AT | Dutstanding| AT | Posted
p [09/05/2012 | P1038 | Hyphen House Upper Service Charges 09/05/2012 to 08/05/201 3 50.00 500.00| 0.00 100.00| 0.00

03/05/2013 |P1033 |Hyphen House Upper Refund from Schedule C 50.00 -200.00) 0.00 000 0.00

09/05/2013 | P1093 |Hyphen House Upper Service Charge Credit Mote 50.00 -100.00) 0.00 -100.00| 0.00

09/05/2012 |P1099 |Hyphen Housze Basement TAKEDWVER |Service Charges 09405/201 2 to 08/05/2013 50.00 500.00| 0.00 400.00| 0.00

09/05/2013 |P1033 [Hyphen House Basement TAKEDWVER |Service Charge Credit Mote 50.00 -300.00( 0.00 -300.00 0.00

| | | | | 'IDD.DIJ| 4DD.DD| D.DD| 'IDD.DIJ| D.DD| |
i+ Detail " Summary (" Totals only Reset Columns | Export to Excel |

Reporting options

Service charge totals j Presyiesw | Prinit | Cloze

Notice both credit notes (100 and 300), the refund (200) and the amount still outstanding (100).
Selecting Unit2 in the unit filter at the top of the form, reveals the fact that Unit2 (P1098) owes the £100.

When a credit note is raised for a particular tenancy the option to print the credit note will
be provided and an entry will be placed in the history log should the user need to reprint it.

If a surplus schedule contains Other Income or a particular unit has received money from Multiple Clients,
the next sections of this chapter explain how to process surplus schedules which contain such transactions.
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Other Income

If other income types such as Bank Interest, Landlord or Contractor Contributions have been posted to a
schedule, the full amount that was received for each of these three types will be listed at the foot of the
form. However, they will only be listed if:

e The monies were not needed to balance the schedule, so are surplus to requirements.
(in which case these monies will be added to the Schedule Surplus figure for the schedule).

e Or some (but not all) of the monies have been used up in order to address a deficit schedule.
(in which case the remaining monies will make up the full Schedule Surplus figure for the schedule).

bl Service Charge Account Administration - Schedule Large income-1

Schedule zurplus: £104.00

Select action Transfer to rezerve fund ﬂ Selected reserve fund HHF Reserve ﬂ

it Summary

PCODE Property TYCODE | Tenancy #age Due Amount
p |F1032 nit 1 Hyphen Property 10 Hyphen Houze Lpper R0.0000 o0 0.00
P1033 Urit 2 Hyphen Property 11 Hpphen House B azement 50,0000 Qoo 000
Other Income
Dezcription Held
p [Bank interest 1.50
Contractor contributions 200.00
Landlord contributions A 250

Process update as at [10/05/2073 | » Update | Close |

This latter point is demonstrated in the above image. We can see that three types of other income have
been posted to the schedule totalling £204. However, the schedule surplus figure is £104.
This is because without the Other Income this schedule would have been in deficit by £100.

However, with the other income monies (automatically) included, the schedule uses £100 of this income
to address the deficit, leaving £104 remaining. The remaining monies need to be transferred in order to
balance the schedule, and so they make up the Schedule Surplus figure listed at the top of the form.

If surplus Other Income monies exist, the user will be able to carry out a Transfer to Reserve in order to
address these monies. The ability to Refund or Transfer to Unallocated these monies will not be available.

If the user carries out a Transfer to Reserve action for any tenancy monies listed in the Unit Summary
section of the form, any surplus Other Income monies will automatically be transferred alongside them.

As soon as any Other Income monies are transferred, the other income section will be removed from the
foot of the form, the Schedule Surplus figure will then be reduced by the amount that was transferred.
The View Contributions form will record all transactions relating to Other Income.

The section of this user guide entitled How Other Income is Represented
will explain how Other Income is handled in more detail.
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Processing Surplus Schedules - Where multiple clients exist.
If for a Surplus Schedule multiple clients have contributed to an individual unit’s share of service charge
invoices, the ability to specify a figure to be processed in the Amount column will be prevented.

il Service Charge Account Administration - Multiple Liabilities

Schedule surplus: £4.000.00
Select action Mot selected j
Idnit Summary
FCODE Property TYCODE  Tenancy Zage Due Arnoint
F1038 Idnit 1 Hpphen Property 10 Hyphen Houze Upper 5000000 200000 | 200000
& |P1099 [Init 2 Hyphen Property N = | [Multiplz clignts)] 50.0000 200000 0.oo
CODE I arme Received Aot v
p |11 Hyphen House Bazement 500,00 Q.00
12 Hyphen House Bazement TAKEDVEI 1000.00 Q.00
L1028 kA1 Huphen Line 500.00 0.00
Cloze

Prgcess update az at |08/05/2013 | = Update | Cloze

The user will instead need to select the Dropdown button in the TYCODE column, whereby a list of all
contributors towards the units share of service charges will be provided. The Amount that has been
received from each client will be listed alongside their name in the Received column.

The user will then be able to specify the amount they wish to action for each client in the Amount column

—alongside each contributor. The system will prevent the total of the specified amounts from exceeding the —
total surplus monies for the unit. Once the figures have been entered the close button can be selected and
the form can then be processed in the usual way.

Gid Service Charge Account Administration - Multiple Liabilities X

Schedule surplus: £4_000.00

Select action Fefund j
Unit Summary
PCODE Property TYCODE  Tenancy %age Due ArnoLnt
P1038 Init 1 Hpphen Property 10 Hyphen House Upper | 80.0000| 200000 2.000.00
A |P1099 nit 2 Huphen Property = | [Multiple cligntz] A0.00000 2000000 200000 <€¢—
CODE M arme Received Amaunt

v

T

Hyphen House Bazement

500.00 500.00

12

Hyphen House Basement TAKEOWEI

1000.00 1000.00

p L1028

Mr Huphen Line

a00.00 500.00

Process update az at |08/05/2013 | Update Cloze |
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Processing Deficit Monies
If the actual expenditure for a schedule is more than what was estimated, the schedule status will be
listed as Schedule Deficit, together with the amount the schedule is in deficit by.

The user will need to make a decision on how they wish to bring more money into the schedule in order to
make it balance. The Service Charge Account Administration form provides two different options that can
be undertaken to bring money into the schedule:

5 Service Charge Account Admimistration - Schedule Short income

Schedule dehcit: £700.00

Select action Mot zelectad ﬂ
) Mot selected
Unit Summary—| [rwaice v
FCODE [ Transter from reserve fund nancy #¥age| Required
p |P1033 Jrit 1 Hyphen Property |10 Hyphen Housze Upper 20,0000 350,00
F1099 Jrit 2 Hyphen Property |11 Hyphen Houze Basement | 50,0000 350,00 (<

Frocess update as at |13/05/2013 | - Ilpdate Cloze

The user must choose the Action they wish to perform in order to bring monies in to the schedule
using the Select Action dropdown box. The possible actions a user can undertake to obtain monies are:

. Invoice all tenancies for the remaining monies (based on their percentage of liability)
« Transfer monies in from a reserve fund.

The system will calculate how much of the Schedule Deficit figure each client is liable for, based on
the particular units percentage of liability. The Required column is used to report this figure.

The above example shows that the two units should each pay half (£350) of the overall
deficit of £700, due to the fact that the schedules liability is split 50/50 between the two units.

Once the user has specified their required Action, the user can enter a date for the
transaction in the Process Update As At box at the foot of the form. The Update
button can then be selected to carry out the specified action.

Once the units have been processed, the status of the schedule will be changed to No Discrepancy.

A thorough explanation for each of the two Actions which can be performed, is provided on the next page.

Page 84 of 123




Jpsupport

Invoice
If a user chooses to process the Invoice action to address an overall schedule deficit,
the following events will occur.

il Service Charge Account Admiristration - Schedule Short income

Schedule deficit: £700.00

Select action Mot selected j
] Mot selected
Urit Suriman —{ |yyaice v
FCODE [Transfer from reserve fund hancy ¥age  Required
p |F1093 Unit 1 Hyphen Property (10 Hyphen Houze Lpper A0.0000 350.00
F1093 Unit 2 Hyphen Property (11 Hyphen Houze Bazement | 50,0000 350.00

Frocess update az at [13/05/2013 |- |Jpdate Cloze

« The Service Charge Account Administration form will recalculate taking the newly raised invoices
into account. A Due column will appear alongside each unit reflecting the new amount outstanding

5l Service Charge Account Administration - Schedule Short income

There iz no dizcrepancy for this schedule

Select action | B A j
[rit Summary
PCODE Property TYCODE | Tenancy *age Due
p |F1095 Idnit 1 Hyphen Property (10 Hyphern Houze Upper A0.0000 350.00
F1093 [nit 2 Huphen Property {11 Hyphen Houze B azement | 50,0000 J50.00

Process update as st |13/05/2013 |- Cloze

for each unit. The Required column will vanish as the schedule status changes to No Discrepancy.
. Aninvoice due today will be drawn up on each liable tenancy invoice form for the required
amounts. The user will need to raise these invoices in order for them to become due.

« The Description of invoices raised in this way will read Service Charge Deficit.
This description can be edited on the tenancy invoice form if required.

« Any reports relating to the schedule such as the Service Charge Statement
will include the raised invoices in their calculations.
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« The View Contributions form will record the fact that invoices have been raised to provide the user
with an overview.

B View contributions for ‘Schedule Shorts'

Unit | &l Units -l % Full Details

Tenancy |.£\.II Tenancies j (" Posted service charges

(" Pending service charges

[rate |Init address Service charge description Contribution = | Contribution| %AT | Dutstanding| %AT | Posted
07/05/2012 | Unit 1 Hyphen Property | Service Charges 07/05/201 2 fa 0641712012 R0.00 B00.00) 0.00 0.00| 0.00
07112012 |Unit 1 Hyphen Property | Service Charges 07/11/201 2 po 06/05/2013 50.00 500,00 0.00 0.00) 0.00
p | 13/05/207 3 [Unit 1 Hophen Property | Service Charge D eficit v R0.00 3R0.00) 0.00 5000 oool O
07/08/2012 | Unit 2 Hyphen Property | Service Charges 07/05/2012 to 06/11./2012 50.00 500,00 0.00 0.00) 0.00
07112012 |Unit 2 Hyphen Property | Service Charges 07/11/201 2 ta 060542013 R0.00 B00.00) 0.00 0.00| 0.00
13/05/20013 |Unit 2 Hyphen Property | Service Charge Deficit h0.00 350,00 0.00 s000l oodl O
| | | | ‘lEID.EIEI| 2?EIEI.DEI| D.EIEI| ?DEI.EID| D.EIEI| |

f*" Detail " Summary (" Totalz only Best Fit | Reset Cc.lumns| Export to Excel|

Reporting optiohs

Service charge totals j Presies Print | Cloze

If any Other Income types (such as Bank Interest) had been posted to the schedule, these would have
been used by the schedule in order to address the deficit values. The required column (shown when the
form is first loaded) would have taken these amounts into account before reporting its figures.
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Transfer from Reserve Fund
If a user chooses to action a Transfer from Reserve Fund to address an overall schedule deficit, the user will
need to specify the required reserve fund in the drop down box which appears in the top right of the form.

il Service Charge Account Administration - Schedule Large income

Schedule deficit: £700.00

Select action Transter from reserve fund V j Selected reserve fund HHP Beserve M j
[dnit Surimary
PCODE Property TvCODE  Tenancy *age  Reguired
p |F1032 Idnit 1 Hyphen Property 10 Hyphen Houze Upper 50,0000 SED.DD|
P1039 IUnit 2 Hyphen Property L Hyphen House Basement 50.0000 SED.DD|

Process update az at |09/05/2013 |- Update | Cloze

The transfer can then be processed, whereby the following events will occur.

« The monies will be transferred from the specified Reserve Fund and used to address the Required
Amounts for each tenancy. The reserve fund will be reduced by the amount transferred.

. The Pay Statement for the Landlord or Management Company will contain the transaction
(labelled as Trans from) in its income section. The Schedule Name and Reserve Fund name
will be mentioned alongside the entry.

. Any reports relating to the schedule such as the Service Charge Statement
will includethe transfers in their calculations.

. The transaction is recorded on the View Contributions form, to provide the user with an overview.

&3 View contributions for ‘Schedule Shorts”

Unit | &l Units - (' Full Details

Tenancy |AII Tenancies j " Posted service charges

" Pending service charges

Date Marne Service charge dezcription Cantribution % | Contribution| WaAT | Outstanding| WAT |Posted
B |13/05/2013 Trang from HHP Reserve v 0.00 F00.00{ 0.00 0.00] 0.00
07./05,/201 2 [Hyphen Housze Upper Service Charges 07/05/2012 to 0B/11/200 2 a0.00 B00.00) oo 0.00] 0.00
07/11/2012 |Hyphen House Upper Service Charges 07/11,/2012 ta 06/05/2013 50.00 500.00( 0.00 0.00) 0.00
07/05,/20 2 [Hyphen Hougze Bazement | Service Charges 07 /0542012 to 06/11/2002 a0.00 RO0.00) 000 0.00] 0.00
07/11/2012 |Hyphen House Bazement | Service Charges 07/11/2012 to 06/05/2013 50.00 500.00( 0.00 0.00) 0.00
| 100,00 2700.00{ 0.00 0.00] 0.00
{¢ Detail " Summary (" Totals anly Best Fit Reset Columns | Export to Excel |

Reporting options

Service charge totals j Preyiemy Print Close

If only part of the required amount exists in the Reserve Fund, the ability to use these funds will be
provided. The schedule will remain in deficit but the deficit amount will be reduced by the amount used.
The user can invoice for the remaining deficit, or transfer monies in from another reserve fund.
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Example: The user wishes to transfer funds from a reserve account, but is aware that only some of the

required amount is available, so there is a need to invoice for the remaining amount.
The following steps are taken in order to achieve this.

« The action Reserve Fund is specified and the relevant reserve fund is then selected.

kil Service Charge Account Administration - schedule Large income

Schedule deficit: £700.00

Select action Transfer from reserve fund j Selected 185erve fund HHF FReserve - j
it Summary
FCODE Froperty TvCODE  Tenancy %age  Regquired
p |P1032 Unit 1 Hyphen Property 10 Hyphen Houze Upper 50,0000 350.00
F1099 Unit 2 Hyuphen Property 11 Hupphen Houge Bazement R0.0000 350,00

Process update a5 at |09/05/2003 |+ Update Cloze

. After selecting Update, because there are not sufficient funds available to settle the £700 overall
deficit the following message is displayed.

CFPwinMan sdb

. After selecting Yes, the user is left with a £100 deficit amount. This indicates that only £600 was
available to be transferred from the reserve fund.

5l Service Charge Account Administration - Schedule Short income

Schedule deficit: £100.00

Select action Invoice ﬂ
Idnit Surnrnany v
FCODE Property TY'CODE | Tenancy #%age| Required
p |F1093 Idnit 1 Hyphen Property (10 Hyphen Houze Lpper A0.00000 5000
F1033 [nit 2 Hyphen Property (11 Hyphen House Basement | 50,0000 5000

Frocess update az at [13/05/2013 |- |Ipdate Claze

. The useris then able to invoice each of the tenancies for the remaining £100.

NOTE: The View Contributions form can now be loaded to provide an overview of the above transactions.
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VAT and End of Schedule Accounts

Introduction
If a property is VAT registered, the VAT amounts of both income and expenditure will be ignored when
calculating and displaying the schedule surplus and deficit figures.

Example:
Schedule budget = £1000plus £200 VAT
Expenditure =£500 plus £100 VAT

The schedule budget would be treated as £1000,
The schedule expenditure would be treated as £500,
Therefore the surplus for the schedule would be £500.

Where a property is non VAT registered there will be no VAT included in the budget, however the contractor
may be VAT registered and may issue an invoice containing a VAT element. Therefore when the system
calculates and displays the schedule surplus and deficit figures, the gross expenditure would be used in the

calculation.

Example:

Schedule budget =£1000

Expenditure = £500 plus £100 VAT

The schedule budget would be treated as £1000,
The schedule expenditure would be treated as £600,
Therefore the surplus for the schedule would be £400.

Accounting for VAT

With a VAT registered property it is possible for a VAT surplus to occur where a non VAT registered
contractor is issuing invoices against a schedule, or works that are low rated (such as supply of utilities)
are being carried out.

In these circumstances the user may need to make payments of VAT on a quarterly basis which will, by
definition be mid-schedule in most cases.

The VAT Report, available from the Taxes/NRL selection under the Reporting menu heading, can be created
to provide an indication of where VAT postings of this nature will need to be carried out.

In order for the user to make a payment without affecting other monies showing on a pay statement, the
system provides the ability to create a contractor within CFPwinMan to be set up as the Contractor for VAT
Only Payments where expenses containing only VAT can be posted to the head property.

By creating a posting against this contractor the VAT amounts can then be used to balance the pay

statement. The next section of this chapter entitled Contractor for Vat Only Payments will guide the
user in creating a contractor to carry out the postings.
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Contractor for Vat Only Payments

The previous page entitled VAT and End of Schedule Accounts explains in detail why the need for a VAT
Only Payment Contractor is required. It is assumed that the user has read this section of the user guide
before proceeding with the creation of a VAT only payment contractor.

The system will allow the creation of only one Contractor for VAT Only Payments. To create the contractor
the user must first create a new contractor record and then select the Contractor for VAT Only Payments
— checkbox. The system will ask for confirmation before proceeding with this irreversible step.

Eild contractor c1028 ==
Ground Rent |
Contractor Information 1 Code [C1028
Status [AERIALS = wiorks rders |
MNarme |VAT Only Payment Contractor VAT Mo, | Scan Invoices |
Salutation |v/at Contractor otk | Post Property Expense
Company |Eontractor Far%at Only Payments Fax | Pozt Trt / Ty Expenze
Add i
1ess | itz | Pay Contractar
[ Primary E-Mail | ]
Lash a’c | Holding a/c
[ Home |
[ Irwvaice
Posteode Receipt
Branch Cd. |HO :" Payraent Terms [daps] [29
» v Contractor for VAT Only Payments
= CFPwinMan sdb X
Deductions
Commission Percen Tt Selecting this option will mark this contractor as the only VAT Papment contractor.
. = Thig CANMOT be undone once the record is saved.
Deduction
Deduction You will alzo lose the VAT number, any existing bank and commizsion details and the payment type will be set ta Cheque.
Deduction T Are you sure you wish to proceed 7
Bank Details l Letters ] S fes Na |
Bank Name T apes e
Cantact | Sort Code
Address | Account Mo,

As the confirmation message indicates, the following information will be removed and/or prevented from
being entered on to the form: VAT Number, Bank Details, Commission Details and Payment Terms.

Gi Contractor C1028 = O &
i Ground Rent
Contractor Information & Code |C1028 e Th b | h
statis |ACRIALS Il —_— e ability to carry out the
KName [vAT Drly Payment Cortractor VAT Mo, | <— y ry
Salutation [v/at Contractor work | e e — followin g steps for thl S
Company | Contractor For at Only Papments Fax
Adgess [ Mobile | | ; .
L Bop Coriecton contractor will be prevented:
fimay E-Mai e TR
[ iy —————————————— Casha/c | Holding o/c
e |
Posteod. | ° Works orders
EEElEgHO b Fayment Tems (days) [26 i .
Ll . Attaching Invoices
Comrission Pecertoge [ %~ o Scanning Invoices
Desciiplion Amount
Dedhion One = o Tenancy Expenses
Deduction Twa | [
Deduction Three | [ [ ° |nV0iCing
etters | SMSEmal | Links | User Definable Dates | Branches | . R ioti
Bank Name | Papee Name  [Contractor For Wat Orly Payments ecelp Ing
Contact | Sart Code |
Addiess Account Mo,
Aot Name
Retarence
BDC Number
Fostcade
Payment Type [Cheque State Rk Type [Please find chedue snciosed
Hide Notes |
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The user will be able to post a vat expense using both the Post Property Expense form and the Expenses
form available from the Postings menu heading. Upon launching the form the user will need to select the
property for the expense. Only the selection of a head property will be available on the locate form.

Gl Post Property Expenses

Cortractor:  Locgte | [c1028 |contrac:tnr For Wat Only Payments
Landlord: R [tr Hyphen Line _ Clse |
Froperty:  Locate | [P1oo7 |Hyphen Head Property v W
Tenancy: [ |

Tenant: | |

To Add an Expense Use the Down Arrow
Date Enownds Eef|Schedulelll]Item T ax Categon Dezcription VAT Per |User | Cagh Available
P (141052013 |Cliert Account 102 Bark Charges |Costs of services providec VAT Payment £20.00 |5 - Si|DAN [ |
* A
KN I [
Fieset Columns | BestFit |
Cortractor | Tenant |
Landlord | Tenarnt |
Property |

The amount column will not be present on the form because only a VAT amount can be entered. Once the
expense has been posted the payment can be processed in the normal way on the Pay Contractor form.

Bid Post Expense to Property or Tenant

Cortractar: |c1025 ["AT Cnly Payment Cartractar Undate

Landlord: L1025 [ Hyphen Line &
Scan Inv.
Property: Locate |F'1 097 |H§.-'phen Head Property
Tenancy: | |
Tenant: | |

Accournt 1 |Cliet Account (Including Ground Rents)
Schedule: |N0 Schedule ﬂ
Expensze Date: Payment Type: Cheque Mumber Tatal Expensze Allocated
[14/05/2013 [~ |Cheque  »| 100513 | 500.00 500.00
tem Tax Categary Dezcription ftetn Amaourit WaAT
|Au:u:u:uurrtanu:\,-' Feeﬂ |Legal, managemnent and cther prnfesﬂ | 0.00 | 0.o0
Remove tem |
tem Tax Categary | Dezcription Arnaurt AT | Landlord Froperty | Tenancy | T
Accourtancy ... Legal, manag...  WAT Payment 0.a0 800,00 Mr Hyphen Line  Hyphen Hesd. ..
A
£ ] T | [ >]

The Expenses form available from the Postings menu behaves in the same way. Once the VAT only payment
contractor has been selected the ability to select a tenancy and specify a non-VAT amount is prevented.
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Example:
The following payment form shows the full total of income and expenditure set against a schedule that

exists under a VAT registered head property. The schedule budget was estimated at £4000 and because the
property was VAT registered this accumulated an income of £4800 Inc VAT.

b Pay Landlord : Vat Registered HF from account Client Account {Including Ground Rents)

Best Fit | Rezet Columnz |
Date Fief |term Dezcription Debit WAT Credit V WAT Incl| Relatin
B (130552013 1963 Receipt Service Charges 130572012101 £0.00 £0.00| £4,000.00 £800.00 “at e
13052013 Bark Charges £4,000.00 £000 £000 £0.00 Mo
3

Pay Date 14!65.‘201 3 - Trans UpTo 141052013 - - -

ﬂ r Enable Invoices Up To Dete [

Property | Al Properties

[ Printfemail linked contractor invoices

. Mo itha) Tatal Due &00.00 Send Options
Chegue Mumber (100313 MRL Tax 0.00 ™

Payment Type | Cheoue Balance Carried Foreward | 0.00 r
—e v Post
Statement Type |Mormal - Total Payable g00.00

Stetermant Cortact
—— o

The expenditure for the schedule totalling £4000 was posted from a Non-VAT Registered contractor.
The schedule status is set to No Discrepancy because the budget figure matched the expenditure.
But the payment form (shown above) indicates a VAT Surplus of £800. So the user locates the

VAT Only Payment Contractor and posts a VAT expense to the head property for £800.

i Pay Landlord : ¥at Registered HP from account Client Account (Including Ground Rents)

Best Fit | Reset Columns |

Date Ref |tem Dezcription Debit WaT Credit AT Incl| Relatin

130272013 1963 Receipt Service Charges 13057201210 1 £0.00 £0.00| £4000.00 £500.00 Wt Ry

140572013 Bank Charges £4,000.00 £0.00 £0.00 £0.00 Man %
Flrainszos Bank Charges | VAT Paymert] £000]  £800.00 £0.00 £0.00 Contra
1 L3

Pay Date 141052013 - Trans UpTo 141052013 - - -

Propetty | All Properties ﬂ I Enahle Invoices Up To Date [

[ Printfemail linked contractor invoices

Amovrt

Ire. MO ptbg) Tatal Due 0.0 Send Options

Chegue Mumber (100313 MRL Tax 0.00 ™
Payment Type | Checue Balance Carried Forward | 0.00
—_— v Post

Statement Type |Mormal - Total Payvable 0.00
* _— Upidate

et (T et et
ee— w

The payment form now balances with a total payable amount of zero.
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Paying the Management Company/Landlord Statement
When a schedule is balanced (Income and expenditure figures match), the user may wish to produce

a pay statement to the management company or landlord (depending on the schedule type).

The Landlords to Pay report

obtained from the Organiser will

only show landlords to pay with

a zero or negative balance if the —
Full Scan option is chosen.

The Quick Scan option does not

include these landlords.

Landlords to pay

Y

Thiz process can take a conziderable ime - please select your scan wpe.

Quick Scan:

Thiz only includes Landlords that have a balance to be paid and will not
zhaw a breakdown af the depazit amount [recammended).

Full Scarn:

Thiz shows all Landlord balances, including negative and zem balances.

Full Scan |

Cancel |

m HMuttiple Landlord Payments "9
Pay |LCode Landlard Mame Account Known As BFwd Income | Expenses Fees| Deductions Balance Top-Up|  UnCleared | Due | Paid | W
| | L1002 Harlech Tower Directors Harlech Twer - Sinking Func £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 oLl
| 1 (L1002 Harlech Tower Directors Harlech Twr - Service Charg £0.00 £0.00 £0.00 £0,00 £0.00 £0.00 £0.00 £0.00 o) L]
] (L1004 Mall Service Charge Ao The Mall Client Account £7 631 67 £9713.43 £276.00 £000| £17,119.10 £0.00 £0.00 £0.00 o L]
| 1 |L1010 Springfield Height= Directars| Cliert Account (Including Gn £0.00 £12.00 £0.00 £0.00 £12.00 £0.00 £0.00 £0.00 o) L]
[ ] (L1010 Springfield Heights Directors| Springfield Height= Cliert Ac|  £2144 78 £579.45 £0.00 £0.00 £2 724 26 £0.00 £0.00 £0.00 o L]
[ ] |L1011 Fawlty Towvers Directors  |Faswlty Toweers SiCharge Cli £11 886.02 £277.75 £0.00 £0.00| £12163.77 £0.00 £0.00 £0.00 1] L]
| ] |L1017 Lynfard Hall Directars Lynford Hall Client Accourt £4 73470 £0.00 £0.00 £0.00| £4,73470 £0.00 £0.00 £0.00 o) L]
| 1 |L1030 “at Registered HP Client Account (Including Gn £0.00| £480000| £4,800.00 £0.00 £0.00 £0.00 £0.00 £0.00 o) L]
[ Totals: | £26447.17| £1536266] £5,076.00 £0.00] £36,75363 £0.00 £0n moa [ [ I~
Select Al | Rejectan |
Click on any item in these colours th view notes regarding the payment of the landlord.
Landlord | | | r Ref.Chg Mo, . Set References
P o n Pay Type : |Standing Order -

When running Multiple Landlord Payments if the balance for a landlord is zero, the system will highlight this

landlord with a red colour. Any landlords highlighted in red will not be checked for inclusion when the user

selects the Select All button. When a payment run is performed unchecked landlords will be skipped.

Muliple Landlord Payments =
Pay |LCade Landiard Mame Accourt Known As BFwd Income | Expenses Fees| Deductions Balance Top-Up|  UnCleared | Due |Paid | W«
] iL1002 Harlech Toweer Directors Harlech Twr - Sinking Fund 1 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 of L]
| | (L1002 Harlech Towwer Directors Harlech Twr - Service Charg £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 of L]
[ ] |L1004 Mall Service Charge Alc The hall Client Account £7 681 67| £9.71343 £276.00 £0.00| £17,119.10 £0.00 £0.00 £0.00 o L]
] (L1010 Sprinafield Heights Directors| Client Account (Including Gr £0.00 £12.00 £0.00 £0.00 £12.00 £0.00 £0.00 £0.00 of L]
[ ] |L1010 Springfield Heights Directors| Sprinafield Heights Cliert &c|  £2,144 .75 £579.45 £0.00 £000| £272426 £0.00 £0.00 £0.00 o L]
L] |L1011 Fawelty Towers Directors  |Fawlty Towers SiCharge Cli| £11,586.02 £277.75 £0.00 £000| £1216377 £0.00 £0.00 £0.00 1 L
L] (L1017 Lynford Hall Directors Lynford Hall Cliert Account £473470 £0.00 £0.00 £000|  £473470 £0.00 £0.00 £0.00 of L]
[ ] |L1030 ot Registered HP Client Accourt (Including Gn £0.00)  £450000| £4,500.00 £0.00 £0.00 £0.00 £0.00 £0.00 o L]
[ Totals: | £26447 17| £15,38266] £5,076.00 £000] £3675383 £0.00 £0.00 woo] | RS
Selectal | Rejectan |
Click on any tem in these colars to vieww notes regarding the payment of the landlord.
Landiord [ | ‘ RefChg Mo,  Set References
P R Pay Type : |Standing Order +

Selecting the Include Zero Balances checkbox instructs the system to always highlight landlords with

a zero balance in white rather than red. This ensures that these landlords will be selected when the

user selects the Select All button and subsequently paid when the landlord carries out a payment run.

The system will remember the setting for this option when the form is next loaded.
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Accounting Periods

Introduction

To enable service charge reports such as the Period End Report to report accurately, the user must update
the bank reconciliation on the last day of the schedule for each of the bank accounts that contain related
transactions. The Period End Report can then accurately report on financial processes that have occurred
during the life of the schedule, in order to then be prepared for the next period.

The user can impose a rigid time frame at the head property and bank account level.
This time frame will be referred to as an Accounting period.

Where implemented, the Accounting Period will ensure that bank reconciliations are carried out on the
correct dates and therefore reports contain accurate information for the given periods.

The accounting period is set by choosing both a Period and an End date, an example is shown below:
Period = Yearly
Accounting Period }
Next Period End Date = 31/12/2014

Once implemented at the head property level, the system will:

« Ensure that when new schedules are created, the default Start date and End date
reflects that of the accounting period.

« Ensure the default date range for any schedule related reports such as the
Period End Report reflects that of the accounting period.

« Ensure that at the end of the accounting period, when the Period End Report is printed,
the user will be prompted to move the Next Period End date forward to the next period.

« Regularly inform the user of any associated bank accounts that have
accounting periods that do not match that of the head property.

Once implemented at the bank account level, the system will:

« Ensure that once the Next Period End date is passed, the next bank reconciliation
to be processed MUST take place as at the Next Period End date.

« Ensure that when a bank reconciliation is processed on the Next Period End date,
the Next Period End date is automatically updated to the next period.

For the system to work effectively the Property Period End Dates must match the Bank Period End Dates
for all associated bank accounts. The system will prompt the user when it finds relationships that are not
configured in this manner.
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Implementation
To implement an accounting period for a block management or commercial relationship, the user must
begin with the bank accounts associated with the properties in this relationship.

Bank Accounting Periods
The Bank Information form should be loaded for each bank that is associated with the property.

m Account: The Hall Client Account

Bank Information P B r
Branch Address |1 00 High Street Account

Bank |Llopds TSE -] |Chelmsford Transfer In |
Branch |Chelmsfold j |Esse:-:
Sort Code | 30-91-85 - | Transfer Qut |
Account No |08765421 [~ Global Accournt Ch1 00D Bank Beconciliation |
Account Hame |The t all Client &ccount Telephone | Print Pay-in Slip |
Known &g |The tall Client Account Fax |
Reference |The b all Clnt Acc. Bl | Automated Banking Preferences |
BOC Murmber (10113 Batch Cheqgue Information |
Defaul Sefings | Bar iterest |
Mext Checf ‘e Reference 3 Bark Reconciliation Defaults
Enfarce Period End Date r
MNest Pay In Batch Na 100082 Change Batch
Mest Period End Date DO AMM A [+
Standing Order fmport Format |N0ne j
Periad Frequency |Yearly J

T
|

The Default Settings tab is selected to reveal the Bank Reconciliation Defaults.

The user can tick the Enforce Period End Date checkbox to enable fixed Accounting Periods for this bank.
The Next period End Date can then be entered to reflect the end of the current accounting period.
Finally a Period Frequency can be entered to reflect the duration of the accounting period.

NOTE: Every Head Property that has this bank account associated must now bring its accounting period in
line with the Accounting Period specified above.
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Property Accounting Periods
To set the accounting period for a head property the user must access the Service Charge Administration
Form for the property, which can be accessed by selecting the Service Charge Administration button.

il CFPwinMan sdb {4.4.0.3} - Block Management database - [Froperty P1020]

File Information Reporting  Postings  Miscellaneous  Defaults Window  Help  CAP Sales Only |Branch Settings

QHFSLEMIC2?He BT

Information l

‘ Landlords

Standard | Date Added [0570872005 | =
Properties Address |Har|El:h Tower PAT Test - ﬂ
|West Street Gaz Cert Due - ﬂ

Code |P1020 Avallable Date -] |

‘Wil Tenancies |Ea|ing Fire &larm [nzp I—lT ﬂ
|Londan Property Insp. - ﬂ

The user will be able to select the Use Period End Date checkbox to force the property and all of its units to
abide by accounting periods. The Next Period End Date and Period must then be entered.

Gid Service Charge Administration

File Schedule  Postings  Administration

Oédd Ot WENE

—_—

Property: Harlech Tower
W Uze period end cate  Mext period end date  [31/12/2012 |~ Period |Year|_l,l ﬂ
Schedule Template | Start Date End Date Schedule Mame Short Name Charge Period
[ 3 - 030502012 030552014 External Maintenance 2013 External Mairtenance 2013 |3 - Single
O 055201 2 FOTR2MS P1020-Sinking Fund 2-0108:201 2-31007 72013 External Redecorations @ - Cuatterly

*

4 3 ‘
(¥ Active Schedules (7 Archived Schedules (Al Schedules Best Fit Reset Columns Export ta Excel |

Selected schedule: External Maintenance 2013

These should be the same details that were specified on the Default Settings tab of the Bank Information
form, for the accounts that are associated with the head property.

If any active schedules currently running under the head property have accounting periods that do not
match that of the specified accounting period, a message will inform the user of this discrepancy.
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CFPwinMan sdb

Y'ou have schedules that are out of gphc with the accounting period selected. Some of these are posted schedules and cannot
be amended. Thiz may lead to inconzsistencies between service charge reparts.

[ Do not show thiz meszage again

T
|

The message can be suppressed by selecting the Do not show this message again checkbox.

Once an accounting period has been entered, any new schedules that are created will conform
to the date restrictions of the specified accounting period.

Misaligned Accounting Periods
If the user navigates to a property that has a bank connected to it and this property’s Period end date
details do not match that of the bank, a message will be displayed warning the user of this discrepancy.

CFPwinMan sdb

Some af the accounts azzaciated with the head property have different accaunting period settings ta the property. |h arder for
zervice charge reports to function comectly you zhould enzure that pour accounting penods match up

[ Do not show thiz meszage again

The message can be suppressed by selecting the Do not show this message again checkbox.
This message may also appear when adding banks to head properties and units or setting period end dates.

Note: It is strongly recommended that the user ensures that any accounts that are associated with a property
have the same accounting period. This will ensure that any service charge reports that are produced contain
the correct information for the given period.
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Bank Reconciliation
The Bank Reconciliation process can be run by the user as frequently as is required.

But if the bank in question has a period end date set, once that date is passed the system will insist
that the bank reconciliation process is carried out on or as at the last day of the accounting period.

Until the bank reconciliation is processed for this day, the user will still be able to run the process
for any day before this date, but not for days after the period end date.

iid Bank Reconciliation

Bark dccourt  Harlech Twr - Sinking Fund Client A/c J
Reconcile Balances st 151202013 - Statement Balance Bifwd £1416 53 Statement Balance Clifwd £3549 654
Diate of Last Reconcilistion December 23 |1anzizon3 3549 64 Uncleared tems £0.00
Sun | Mon| Tue Wecﬂ 'T hul Fri | Sat ound on vour bank statement
D ate|Ref 1 2 3 4 5 E 7 Debit Credit Include  |Batch
B | FAM22012 |Transfer | 5 9 1011 12| 12 | 14 prt £0.00 £2133.01 Vo
g o AT ) —
22023 0|8 % W2 - -
28030 A
Kl vl
Best Fit | Feset Calumns | Description Fiter | Tag Al Un-Tag Al
Batch Bank Transfer | igwy | Update |

UnTag Previous Update ar -
Filed Copies | Refresh Info | Cloge |

|w Creste POF file

m Account: Harlech Twr - Sinking Fund Client Afc

. r

Branch &ddress ‘37 High Street Account
reconciliation is

Bark |Natwast j ‘Chelmsfold

Tranzfer In |
Branch |Chelmsford - |Essex
St Code [602732 \ e sfey ULy | run on the last
Account Mo [E5483341 [ Global Account CM11RF Eank Reconciliation | d ay Of t h e
Account Mame |Harlech Tt - Sinking Fund Client &./c Telephone ‘ Brint Pagein Sip | B
Enowin &g |Harlech Twr - Sinking Fund Client &/ Fax ‘ = accou ntl ng
Reference |Harlech T S/Fnd Ermnail ‘ A L I ETETeEs | pe I’IOd the N eXt
BDC Number [10704 Batch Cheque Infomalion | .
Period End Date
Links ~ Defaul Settings l Bank Interest ] fO r the ba n k W| I I
Next Cheque Reference 000003 Bank Reconciliation Defaults
Enfy Period End D ab
Nest Pay In Batch No 100001 Change Balch N” D': :"; ; ; e ¥ i be moved on by
t Peri it a; - ore
Standing Order Import Farmat |NUFIE j s Fed Endbate I5/05/2014 D the spec'f'ed

Periad Frequency m
period frequency.

This moves the accounting period into the next period. The user will then be able to update the bank
reconciliation as normal until the NEW date for the Next Period End date is met.

Note: Although the bank reconciliation must be run at the end of the accounting period, the process can be
back dated so that it can be run AS AT the period end date. This can be useful if the accounting period ends

on a weekend or bank holiday.
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Reports
There are a number of useful reports available to the user which can be produced in relation to service
charges. The following chapter provides the guidance on creating such reports, together with examples.

This first section covers the reports that are available from the Service Charge Administration form via
the Generate Service Charge Reports button, positioned on the top menu bar of the form.
Selecting this button launches the Service Charge Reports Configuration form. The user will then be able to

Gid Service Charge Administration

File Schedule Postings  Administration

Qudd 9K WENE

m Service charge reports configuration E
specify a date range and select a report, to
P Y . g . o P . ' Select report |EEstimated budget ﬂ
present details that fit within the specified
Fram 01 /042011 =
date range.
_

Ta 31/03/2M2 =

Depending on the report that is selected in

the Select Report drop down box, the form [~ Inchide instalment plans
may appear in a different format to the one [~ Include accompanying letter
shown here. Schedule | &)l schedules |

Al tenancies

(" Choose tenancy | | 4

Foater bext

The form provides the following reports:

e Estimated Budget Report

e Confirmed Budget Report

| have examined the various vouchers, receipts and other documents for the
above period. | hereby certify that, in my opirion, the above written details are a

b Detailed Expendlture Report fair and accurate summary complying with the requirements of section 21 (5] of
. the landlord and Tenant Act 1985 i respect of the costz, charges and
b Period End Report expenzas 55 hersin expressed.

e Service Charge Statement
e Service Charge Totals

. Service Charge Budget (PFO Rata) Print/E mail | Frewviaw | E it |

The Detailed Expenditure, Service Charge
Totals and Service Charge Budget (Pro Rata) reports are also available from the foot of the View
Contributions form.

The Default Date that is suggested for these reports can be modified in the Stationery section of the
Preferences tab in User Defaults. The tab entitled Service Charge Reports contains the below section
which enables the user to choose either Todays Date or a Specified Date as the default start date.

Default report dates l

Reporttostart on ¢ Today's date (* Thiz dste O42011 |« | for & period of | 12 |ru10rrths ﬂ

Please note that, where enforce period end date is enabled, these settings will be ignored T

The ability to set the End Date is also provided by specifying a duration.

Page 99 of 123



Jpsupport

Estimated / Confirmed Budget Report

Before schedules are posted, users will be able to produce Estimated Budget reports for each of the liable
clients. NOTE: This report can also be produced for posted schedules using the Confirmed Schedule report.

Morfolk
IP5 0FA
Estimated Budget Report
1 Lynford Hall (P1077)
For the period - 01/04/2011 1o 31/03/2012

Estate Charges 01/04/2012-2103/2013-1-1

Aecountancy Fees

Bank Charges

Gardening

General Fepairs & Maittenance
Insurance - Buildings
Management Fees

Reserve Fund

Total - Estate Charges 01/04/2012-31/03/2013-1-1

Your contribution
1 imvoice of
and 1 Half Tearly inveices of

The report contains
a breakdown of the

overall expenditure
< that makes up the
schedule together
with the
apportioned
262.50 amount that the
126.00 . L
31500 liable client is due to
441 00 pay.
1,417 50
1,014 .30 The amounts and
441100
frequency of
401730
payments for the
< 100433 intended client(s)
502.17 will also be listed.
50216

If instalment plans are in effect, there is an
option to include a detailed breakdown of the
payment plans. The ability to include and specify

a covering letter is also available.

The report can be produced for all tenancies

or filtered to a particular tenancy if required.

Footer text can be entered here for the report.
The user will be able to change the default footer
text for this form in the Stationery section of
User Defaults, under the Budget Reports section
of the Service Charge Reports tab.

As well as being able to print and preview the

reports, the option to email it is also available.
Providing the relevant tenancies have email
specified as a send option.

kil Service charge reports configuration

[
Select report |EEstimated budget j
Fram /04,2011 =
o /g

[ Include instalment plans

[ Include accomparying letter

Schedule

=l

|.~’-‘-.II schedules

Al benancies

=

" Choose tenancy | |

Footer text

| have examined the various wouchers, receipts and other docunents for the
above period. | herghy certify that, in my opinion, the above written details are a
fair and accurate summary complying with the requirements of section 21 (5] of
the landlord and Tenant Act 1985 in respect of the costz, charges and
expense: ax herein expressed.

Print/Email | Freview | E it
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Detailed Expenditure Report

The Detailed Expenditure report
requires the user to specify a
schedule before the report can

5l Service charge reports configuration

be produced. Select repart |Detailed expenditure j
The option to either leave all —
records selected or to specify a Schedule |Schedule S harts j
articular unit or tenancy is then
parti y Linit |1 Urits -
provided.
Lisble Clisrt | &) Tenancies -

An example of the expenditure
report is provided below.

Frint { Presiew E xit |

Detailed Service Charge Expenditure Reportfor Hyphen Head Property (P1097)

Schedule: Schedule Shorts
Category Date Ref Contractor Description Net VAT Total
Repairs and Maintenance
Cleaning & Refuse
0.00 0.00 0.00
Total for Cleaning & Refuse 0.00 0.00 0.0a
Sub-total - Repairs and Maintenance 0.00 0.00 0.00
Professional Fees
Bank Charges
1370552013 Hyphen Contractaor 2.700.00 0.00 2.700.00
Total far Bank Charges 2.700.00 .00 2.700.00
Sub-total - Professional Fees 2,700.00 0.00 2,700.00
Schedule Total 2.700.00 0.00 2.700.00

Page 101 of 123



Jpsupport

Service Charge Totals Report

The Service Charge Totals -
report requires the user to &4 Service charge reports configuration

specify a schedule before the

report can be produced. Select report Semvice charge totals

The option to either leave all I

records selected or to specify a Schedule | Schedule Shorts

particular unit or tenancy is Unit |AII Lnits

then provided. _ _ .
Liahle Client |.E«II Tenancies

An example of the service
charge totals report is provided

Print
below.
Service charge totals report for Hyphen Head Property (P1097)
Schedule: Schedule Shorts
Date Range: From 070572012 To 06/05/2013
Tenancy: Al
Unit: All
INCOME
Schedul A t A t % of  Receipts to Arrears of % of Arrears to % of
total invoiced to still to be schedule date items invoiced schedule schedule
date invoiced invoiced already items total total
invoiced received received
2,000.00 2000.00 0.00 100.00 2,000.00 0.0o 100.00 0.00 100.00
EXPENDITURE
Expense Schedule Paid to Balance of % of Posted on Total Balance of % of
category total date schedule schedule account posted & schedul schedul
unpaid unpaid {but not paid  unallocated allocated
paid) to date
Professional Fees
Bank Charges 1,000.00 0.0o 1,000.00 100.00 2,700.00 2,700.00 -1,700.00 270.00
1,000.00 0.00 1,000.00 100.00 2,700.00 2,700.00 -1,700.00 270.00
Repairs and Maintenance
Cleaning & Refuse 1,000.00 0.0o 1,000.00 100.00 0.00 0.0o 1,000.00 0.00
1,000.00 0.00 1,000.00 100.00 0.00 0.00 1,000.00 0.00
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Service Charge Budget (Pro Rata) Report
The Service Charge Budget (Pro Rata)
report requires the user to specify

a schedule before the report can G4 Service charge reports configuration ~
be produced.

Select report |Sewice charge budget [Pro rata) j
The option to either leave all s at 177117202~
records selected or to specify a A
particular unit or tenancy is > chedule | Schedule Shorts -
then provided. Uit |A" Units j

Liable Clisrt | &l Tenancies -

This report provides the ability for

the user to specify an As At date.

Pririt { Presiew E xit |

The system then runs a report

which details the expenditure total
(including a breakdown for each item
of expenditure) that is expected to have been raised by the date provided.

The actual amount of expenditure raised by the specified date is also provided, together with the variance
between the expected and actual results. An example of this report is provided below.

Service Charge Budget Report (Pro rata) for Hyphen Head Property (P1097)

Schedule: Schedule Shorts
Date Range: From 07/05/2012 to 06/05/2013 pro rata as at 1771172012
Tenancy: All
Unit: All
Expense: Al
Budget values Pro rata values
Expense category Expenditure Estimate Variance Estimate Variance

Professional Fees

Bank Charges 2700.00 1,000.00 1,700.00 532.97 2167 .03
Sub-Total for Professional Fees 2.700.00 1,000.00 1,700.00 A 532.97 2,167.03
Repairs and Maintenance

Cleaning & Refuse 0.00 1,000.00 -1.000.00 8932.97 532.57
Sub-Total for Repairs and Maintenance 0.00 1,000.00 -1,000.00 532.97 532.97
Grand Total 2,700.00 2,000.00 700.00 1,065.93 1.634.07

This example shows the budget of expenditure for Bank Charges as £1000 and because the As At date is in
the middle of the schedules duration, the estimated figure for the expenditure comes in at around £500.

However, during the first six months of this year long schedule £2700 worth of expenditure was posted.
Therefore the variance figure for the As At date shows at around £2200 and the total variance as £1700.
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Service Charge Statement Report
The Service Charge Statement Report is laid out using an industry standard format, details of which
can be found in the ‘RICS consultation 07 HC 04774’.

The intention of this report is to give an overview of budgeted and actual expenditure between two
specified dates for each active schedule that belongs to the head property. In addition to this, a summary
of income which has been associated with the schedules is also listed at the bottom of the report.

The expenditure items shown in the report will be listed in groups such as Utilities or Repairs and
Maintenance. The Expenses tab available under the Vat and Disbursements button in User defaults
shows each expense type listed together with the Group Heading that it belongs to.

8 VAT and Disbursements

YAT Rate Deszcriptions | WAT Rates l Inzome l Fees l Unazzigned Expenzes l
IJze Diown Arrow to Add Expenze Topes y
Expenze T ax Deductible WAT T ax Category | Sinking| Group Headings -
p |tcocountancy Fees v Standard Rate  |Legal, manag [T |Professional Fees
Additional Lewy = Standard Rate  |Property reps r Repairs and Mairtenance
Bank Charges v Exempt Costs of zery| [ |Professional Fees
Capital tems r Standard Rate  |Mon Tax Dedt| [ Improvements
Cleaning & Refuse v Standard Rate  |Property reps r Repairs and Mairtenance
. - = - . - . = R
4 A 3
QI

If required, the ability to modify the Group Headings is available.
Selecting the group heading itself will provide a dropdown box which can be used to carry out this task.
NOTE :The report itself will refuse to load unless every expense in the system is assigned to a Group Heading.

m Service charge reports configuration

The report itself provides the

option to include footer text.

Select repoart |§5&rvice charge staterment ﬂ

Frarm |D1£D4£2D11 - The footer text itself can be
modified using the Service

Te |1 4052013 > Charge Reports Configuration
form.

Footer tesxt

The Default Content for
footer text can be modified in
the Stationery section of the
Preferences tab in User
Defaults. The tab entitled
Service Charge Reports
contains a Footer Text

| have examined the various vouchers, receiptz and other documents for the
above peniod. | hereby certify that, in my opinion, the above witten details are a
fair and accurate summary complying with the requirements of section 21 [5) of
the landlord and Tenant Act 1935 in respect of the costs, charges and
expenses az herein expressed.

Print Prewview E =it

section for this purpose.
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Once the Service Charge Statement is selected along with a From and To date, the report can be created.
The overall structure of the report will be broken down by schedule. An example of this is shown below.

The expenditure section shows the Budget for each expense type followed by the Actual amount that has

been posted. The difference between the two figures is detailed under the Variance heading.

A sub-total will be shown for all expense types that belong to each group heading.

STATEMENT OF SERVICE CHARGE FOR ALL SCHEDULES

Springfield Heights (P1060)

For the period - 01/04/2008 1o 22/06:2010

Service Charge Details

v

Description Budget Actual “Yariance
Schedule: P1060-Springfield S/Chrge01:01/2009-31/12:2009
Repairs and Maintenance
Cleaning & Refuse 2350.00 4522 88 227288
»  Ain Bags(S201-52.65
- Loft Repalrs- 225000
General Repairs & Maintenance 1000.00 1575.58 57558
Annex RepalrsfS 20 - 796.70
Sub-total - Repairs and Maintenance 3350.00 6198.46 2848.46
Grounds Maintenance
Gardening 1000.00 G75.00 -326.00
Sub-total - Grounds Maintenance 1000.00 675.00 -325.00
Transfers to Reserve Fund 0.00
Total Expenditure 4350.00 6873.46 2523.46
Less:
Service Charges Demanded
From Tenancy 0.ao
From Landlord 0.00
Other lncome Q.00
Bank Interest 0.00
Transfers from Reserve Fund Q.00
Total Income 0.00
Deficit to he collected G8T3.46

Expenses that have been raised as Section 20 will be listed individually in italics with the wording of S20
alongside them. Expenses making up More than 10% of a particular expense type’s budget, will also be

listed individually and in italics.

Any end of schedule transfers to a reserve fund that have taken place during the specified dates of the
report will be included at the foot of the expenditure section. This figure will then be included in the

expenditure total for the schedule.
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The income section (highlighted in red below) will be broken down by the income source, this includes:

e Monies received against the schedule from Tenancies
e Monies received against the schedule from Landlord Contributions
e Monies received against the schedule from Contractor Contributions (other income)

e Monies received against the schedule from Bank Interest
e Monies that have been transferred into the schedule from a Reserve fund.

STATEMENT OF SEEVICE CHARGE FOR ALL SCHEDULES
Springfield Heights (P1060)

For the period - 01/04/2008 to 22/06/2010

Service Charge Details

Description Budget Actual “ariance
Schedule: P1060-Springfield S/Chrge01/01:2009-31/12/2009
Repairs and Maintenance
Cleaning & Fefuse 2350.00 4RZ2 88 XAr2eR
Bin Bags(S201-52.88
Loft Repalrs- 2350.00
General Repairs & Maintenance 1000.00 1575.58 57558
Annex RepalrsS 20 - 796.70
Sub-total - Repairs and Maintenance 3350.00 6198.46 2848.46
Grounds Maintenance
Gardening 1000.00 G75.00 -325.00
Sub+total - Grounds Maintenance 1000.00 675.00 -325.00
Transfers to Reserve Fund .00
Total Expenditure 4330.00 6873.46 2523.46
Less:
service Charges Demanded
From Tenancy 0.00
Frarm Landlord 0.00
Cther Income 0.00
Bank Interest 0.00
Transfers from Reserve Fund 0.00
Total Income 0.00
Deficit to be collected 6873.46

The tab entitled Service Charge Reports available under the Stationery section of the Preferences tab in
User Defaults contains the ability to specify whether the Bank Interest is shown on this report.

The foot of the report will indicate the Schedule Status, such as Surplus or Deficit.
The Surplus or Deficit figure for the schedule will be listed alongside the status.
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Period End Report
The Period End Report is laid out using an industry standard format, details of which can be found in the
‘RICS consultation 07 HC 04774’ document.

A Period End Report will usually be carried out at the end of an accounting period, once the bank
reconciliation has been run for all associated banks that belong to the head property relationship.

The report details the assets and
liabilities between two specified

&l Service charge reports configuration
dates. Therefore, the user must & LI e X
ensure that the start and end .

Select report |P'er||:u:| end ﬂ

date of the accounting period are

accurately entered before From 01./04/2010)
producing the report. ’

To 14/06/2013 =

The report itself provides the

option to include footer text. The

footer text itself can be modified Footer text

using the Service Charge Reports | have e:-:e!mined the variu:uu.s vnuchers, recgipts and other dncyments fu:ulr the

above period. | hereby certify that, in my opinion, the abowve written details are a
Configuration form. fair and accurate surrmary complying with the requirements of section 21 [5) of
the landlord and Tenant Act 1385 in respect of the costz, charges and
expenzes az herein expressed.

The Default Content for footer >

text can be modified in the

Stationery section of the _ . :
Frirt Fresig Exit

Preferences tab in User Defaults.
The tab entitled Service Charge
Reports contains a Footer Text

section, the Balancing Report section, can be used to modify the text.
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Harlech Tower (P1020)

For the peried - 18/03/2009 to 17/08.2010

Asseis

Service charges owed by tenants
withity ofe year

after one year

Service charges and other amounts owed by landlord
withity ofe year
after one year

Other debtors
withity ofe year

after one year
Sutns paid in this period butrelating to a subsequent period
Deficit for the period to be collected

Balances held
Client Account(Including Ground Fents) - Natwest
Total
Cash athand andin bank

Cash af hand and inbank relafing fo other parfics

Hatlech Twr - Service Charge Client Afc - Natwest
Tofal
Cash athand andin bank

Cash af hand and inbank relafing fo other parfics

Hatlech Twr - Sinking Fund Client Afc - Hatwest
Total
Cash athand andin bank

Cash af hand and inbank relafing fo other parfics

ELMELELNLEEKELEKLEL - Hatwrest
Tofal
Cash athand andin bank

Cash af hand and inbank relafing fo other parfics

Total Asseis

The first section of a Period End Report shows the Assets an example of this, is shown below:

0.00
6,388.65

600.00
268.00

729.00
s00.00

415.00

0.00

334400 ffor information ovly )
1,344.00
2,00000 o information ovly )

G, 455800 ffor information oy )
590900
549,00 fior information oxly )

G,052.00 ffor information oy )
6,552.00
000 ffor information oy )

-GA183 ffor information ovly )
0.00
-GA183 ffor information ovly )

22,765.65

An explanation of the above headings and how the totals are derived is provided on the next page.
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Service charges owed by tenants
within one year

Service charges owed by tenants
after one year

Service charges and other amounts
owed by landlord within one year

Service charges and other amounts
owed by landlord after one year

Other debtors within one year

Other debtors after one year

Sums paid in this or previous period
but relating to a subsequent period

Deficit for the period
to be collected

Balances Held

Total

Cash at Bank and in hand

Cash at Bank and in hand
- relating to other parties

Total Assets

Total of arrears owed by tenancies for all schedules (including
sink fund) for the 12 months leading up to the specified end date

Total of arrears owed by tenancies for all schedules (including
sink fund) older than 12 months prior to the specified end date

Total of arrears owed by landlord(s) for all schedules - for 12
months prior to the specified end date

Total of arrears owed by landlord(s) for all schedules - older than
12 months prior to end date

Total of arrears owed by contractor(s) for all schedules - for 12
months prior to specified end date

Total of arrears owed by contractor(s) for all schedules
- older than 12 months prior to end date

Total of contractor expenses paid to contractors before or during
this period, but belonging to schedules that start after the
specified accounting period

Deficit to be collected for the specified period

A list of each account that has been used by any schedule under
the head property relationship

The sum of the cash balance at time of processed bank
reconciliation (at period end date) PLUS Pay-in slip total MINUS
the Outstanding auto-banking payment total

Cash held for all service charges (expense items and
contributions relating to the head property)

Cash held for non-service charge items under this head property
PLUS cash held for other properties under the landlord
(not relating to this head property)

The grand total of all amounts mentioned above
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The second section of the Period End Report shows the Liabilities, an example of this is shown below:

Liabilities

Service Charges paid in advance
bv tenants
by landlord
by contractor

Costs relating to this or previous period but not yet paid
unpaid contractors invoices
accrued items

arrears due to sinking/reserve funds

Surplus for the period to be credited/refunded
Total Liabilities
Net Assets

Reserve Funds
Estates Reserve Fund

Balance brought forward from — 31/03/2009

Transfer from/to service charge account during the year

Balance

Flats Reserve Fund

Balance brought forward from  31/03/2009

Transfer from/to service charge account during the year

Balance

Total Reserve Funds

Total Reserve & Sinking Funds

0.00
0.00
0.00

T11.70
412.44
0.00

680.46

1.804.60

1.285.49

414.25
0.00

414.25

271.24
0.00

871.24

1,285.49

1,285.49

An explanation of the above headings and how the totals are derived is given on the next page.
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. . The sum of all tenancy invoices relating to schedules that start
Service charges paid . . , . .
= after period end date — BUT paid in THIS year’s accounting period

in advance by tenants
v (before period end date)

. . The sum of all landlords invoices relating to schedules that start
Service charges paid . . , . .
= after period end date — BUT paid in THIS year’s accounting period

in advance by landlord
in advance by landlor (before period end date)

. . The sum of all contractors invoices relating to schedules that
Service charges paid ) o , )
= start after period end date — BUT paid in THIS year’s accounting

in advance by contractor
y period (before period end date)

The sum of all UNPAID expenses posted against related

Unpaid contractors invoices =
P schedules before the period end date

The sum of all expenses that have been drawn up against
Accrued ltems = schedules that belong to the head property BUT not yet posted
or paid

The sum of any outstanding tenancy invoices relating to
Arrears due to )
Lo = schedules belonging to the head property dated before the
sinking/reserve funds )
period end date

Surplus for the period to be
credited/refunded

Total Liabilities

Net Assets

The sum of any surplus amounts that need to be processed for
all schedules that belong to the head property

The grand total of all amounts mentioned above

The Total Assets minus the Total Liabilities

Any sinking fund schedules will be listed at the bottom of the report with a breakdown of receipts and
expenditure for the specified accounting period, together with a balance brought forward from the
previous accounting period.

A total for each sinking fund as well as a grand total for all sinking funds will finish the report.
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Reporting - With Head Property Filters
The ability to specify a Head Property filter for a large number of the standard reports within CFPwinMan is
now available. The following sections list the reports that now have this ability.

i Account Reporting

Reporting Accounts
The Accounts section of Date Fitter Sart Orcier
From [30M03:2013 To [30Mm4rz013 * Date Order
i roam - a -
the Reporting menu I : o O Rt Orclor

heading, launches a

report form that already & a1 Accourt
- CCounts

contains a head (" Chooze Accourt |

A 4

property filter.
[ Filter by Head Property

However this was |

v

previously only Period Statements

£ E |k

The following list Petiod Statement

: H Inyoices Outstanding Invaoices
applicable to the Invoice . | | From li
and Invoice Outstanding Receipts | Cash Adjustments To FTITIIIS:
reports. Payments | Cazh Audit Trail
Status | Any -
Deposit a/fic | Clients Cash aic

Deposits Cash Book Summary
indicates the other Landlord Control afic | MREL Tax aic Statement Options
reports on this form th i
eports on this form that Trt / Tey Control aic | MRL Tax (" Mo Grouping

f* Group by Head
" Minimum detail

can now make use of _
Inzome by Transaction Type

the head Property filter.

Income Per Leaseholder

Expenzes Repott

Repart Sptions

Agency Fees (o Group by ttem
e Deposit A/C Agency Account | Landlord | (" In Date Order
e Deposits
e All Fees

e (Cash Adjustments

e Tenant/Tenancy Control Account
e Agency Account

e Fees Per user

e Landlord (Agency Fees)

e Tenancy/Tenant (Agency Fees)

e landlord Unallocated

e Expenses Report
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Reporting General

*I2 Report Generator 4.4.0

Select Repart Type The General

_ Select fram section of the
Infarmation

{* Al tenancies Reportmg menu

Reminders heading launches

Inwoicing and Arrears {7 Tenanvies vacating before the Report

Generator form,

Histany 01013 . .
which contains a

Fee Earner
(" Tenancies vacating after number of

reports that now

FAuecounts

_ " Propery Woid Repart have the ability
Maketing to be filtered by
Custom head property.

Fext ===

Information Reports
The Property, Tenancy, Tenant and Worksheet information reports now contain a head property filter.

Reminders Reports
The Property and Tenancy reminder reports now contain a head property filter.

Invoice and Arrears Reports
The Tenant and Tenancy invoice and arrears reports now contain a head property filter.
This includes the Invoices yet to post, Calculate rents and Age / Debtors reports.

History Reports

The Property, Tenancy and Tenant reminder reports now contain a head property filter.
Currently the Property variant of this report contains a limitation, whereby the history
details of the unit’s relating to the head property will not be included in the report.

Fee Earner Reports
The Fee Earner report now contains a head property filter.

For all of the above reports, the Head Property filter can be located on the Report Ordering Screen.

Accounts Reports
The Client Account Listing reports for Property, Tenancy and Tenants now contain a head property filter.
For the accounts reports the Head Property filter can be located on the Specify Additional Criteria Screen.
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Income Per Leaseholder

A report detailing income relating to a specific
leaseholder can be created. The Accounts
section of the Reporting menu contains a
button entitled Income Per Leaseholder
which can be selected to create such a report.

Ll Account Reporting

Date Fiter

From |[30W3/2013

[+1 1o [zomdm013 [+

Sort Order
(* Date Order
" Ref. Order

* Al Accounts

The user will first need to specify the
relevant Head Property.

A Date Range and/or Account selection can
be made (at the top of the form) to narrow
down the scope of what is to be searched.

The Income Per Leaseholder button can then
be selected. The report will then be produced.

»
>

Invoices

" Choosze Account |

[ Fitter by Head Property

Outstanding Invoices |

Receipts

Cash Adustmerts |

Payments

Deposit aic

|
|
| Cash Audit Trail |
|

Clients Cazh aic

Deposits

| Cash Book Summary

Landlord Contral afic |

Trit { Tey Cortrol aic |

MREL Tax

Income by Transaction Type

|
|
NRL Taxaic |
|
|
|

»
» Income Per Leaseholder

Agency Fees

Agency Account [

Landlord

Fawlty Towers Directors - Fawlty Towers,
From 30-Mar-2013 to 30-Apr-2013

All Accounts

INCOME PER LEASEHOLDER

Flat1, Fawlty Towers,

Miss P Sherman

Period Statements

From ,7 J
To  [rzzzzrzz J

Statuz | Any -
Period Statement

Statement Options
7 No Grouping
% Group by Head
7 Minimum chetail

Expenzes Report

Repoart Options
" Group by tem
" In Date Orler

Date Name Reference Type Credit
2042013 Miss P Sherman 1935 Bank Charges 102
2042013 Miss P Sherman 1935 Cleaning & Refuse .00
2042013 Miss P Sherman 1935 Management Fees 40.93
.o

Flat 3, Fawlty Towers, Miss A Tibhs
Date Name Reference Type Credit
20452013 Miss A Tibbs 1936 Bank Charges 1.0
042013 Miss A Tibbs 1936 Bank Charges 300
2042013 Miss A Tibbs 1936 Cleaning & Refuse 8250
204203 Miss A Tibbs 1936 Management Fees 120,73
20774
Total for all units 27775

Each property or unit relating to the head property will be grouped and a total for all units will be provided.
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Income by Transaction Type Report

The Reporting menu heading contains an Accounts option. A button entitled Income by Transaction Type
can be selected on this form to create an income report. The usual Date Range, Head Property and Account
selections can be selected to narrow down the scope of what is searched.

Gid Account Reporting

Date Filter + Sart Order
* Date Order

From 3DF63."2|:|1 3 - To | 30042013 -
" Ref. Order

(& &l Accounts
" Choose Accourt |

| Fitter by Head Property

|k

Period Statements

Inzome Per Leaseholder form that is used to

Inyoices | Outstanding Invoices |
From
Receipt= | Cash Adiustments | T J
a IIFFTFIF
Paymerts | Cazh Audit Trai | J
Status | Any -
Deposit aic | Clierts Cazh aic |
Deposits | Cash Book Summaty | Period Statement |
Landlord Cortrol a/c | NRL Tax aic | Statement Options Selecting the button
Trit / Tey Cortrol afc | MRL Tax | (" No Grouping to create the report
| f* Group by Head
Income by Transaction Type il R T T e launches a separate

Expenzes Repoart

Report Options

specify which types of

Agency Fees & Group by tem income should be
Agency Acocount | Landlord | " In Date Order included.
m Select Transaction Types = | L] E
v Fent [ Service Charges
[ Deposit Held v i3
[ Deposit to Landlord [ Stamp Dty to Fees
[ Tenancy Agreernent [ Mizcelaneous
The user can v Administration Fee [ Agency Fees
tick the required [ Stamp Dty to Landlord [ Overseas Tax
income types or —>¥ Sundmw [ Interest
select the [ Insurance
button entitled _
select All to [ Maintenance
::zLur:Z :Spes on T Selectal De-Select All Praduce Repart
the report.
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Once the user is satisfied that the correct filters and income types
have been specified, the Produce Report button can be selected.

A report will then be produced that shows all income which falls under the specified selections.
A summary of the selected income types and date range is provided in the title bar of the report.

1. CFP Accounts

22004201 3 (1926 Administration Fees (inv. 15823) hr W Frog Administration Fee £0.00]  £12000 | Tenancy 3
22004201 3 (1926 Referencing Fees (inv. 1825) e W Frog Administration Fee £0.00 £90.00 | Tenancy 3
220472013 1926 Fert - 010472013 to 3000472013 Mr W Frog Fent £0.00)  £600.00 | Tenancy 3
22004/201 31925 Administration Fees (inv. 1824) W W Frog Administration Fee £000)  £12000|Tenancy 4
22004/201 311925 Referencing Fees (inv. 1824) W W Frog Administration Fee £0.00 £90.00 | Tenancy 4
22047201 31932 Fert-22/06/2012 to 2010772012 Mr W Frog Rernt £0.00)  £60000 | Tensncy 4
2204720131932 Fert-22/07/2012 to 2108/2012 Mr W Frog Rert £0.00)  £600.00 | Tensncy 4
220040201 31932 Rert-22/08/2012 to 2109/201 2 Mr W Frog Rert £0.00)  £600.00 | Tensncy 4
2204720131932 Fert-22/09/2012 to 211021 2 hr W Frog Rent £0.00)  £600.00 | Tenancy 4
22047201 31925 Fert - 2200472012 to 21 /0572012 Mr W Frog Rert £0.00)  £60000 | Tenancy 4
22047201 31925 Fert-22/05:2012 to 21067201 2 Mr W Frog Fert £0.00)  £60000 | Tensncy 4
2200472013 (1933 Late Letter - Admin Fee (inv. 1541] hr Hall Addministration Fee £0.00 £15.00 | Tenancy Y1046
2204720131933 Fert - 251 272012 to 24/03/2013. Mr Hall Rert £0.00| £3,24000 | Tensncy 1045
22004720131 e W C. Humphries Ground Rent £55.00 £0.00 | Tenancy 1065
220047201 3 (1928 Administration Fees (iny. PF18) e W.C. Humphries Administration Fee £0.00 L6000 | Tenancy Y1065
22004/201 319258 Reverse - Administration Fees (iny. PF13) W W.CL Humphries Administration Fee £60.00 £0.00 | Tenancy " 065
22047201 3| 1925 Fert - 1700172013 to 16027201 3. MrW.CL Humphries Fert £0.00)  £900.00 | Tensncy Y065
2204720131925 Fert - 170272013 to 161037201 3. MrW.CL Humphries Rert £0.00)  £900.00 | Tensncy Y065
2204720131925 Interest 170010201 3-22/04/201 3-FF9 MrW.CL Humphries Rert £0.00 £7.01 |Tenancy Y1065
220040201 31928 Interest 17020201 3-22/04/201 3-PF18 Mr W .C. Humphries Rert £0.00 £4 72| Tenancy Y1065
2204720131929 Interest 1701 201 3-22047201 3-PF9 MrW.CL Humphries Rent £0.00 £0.02 | Tenancy Y1065
2204720131925 Interest 17020201 3-2204/201 3-PF15 b W.CL Humphries Fent £0.00 £0.01 | Tenancy Y1065
22047201 31925 Reverse - Rert - 170172013 to 160202013, MrW.CL Humphries Fert £900.00 £0.00 | Tenancy Y065
2204720031925 Reverse - Rert - 170272013 to 160302013, MrW.CL Humphries Rert £300.00 £0.00 | Tenancy Y065
22004201 3 (1925 Reverse - Interest 1701201 3-22/04/2013-PF9  |MrW.C. Humphries Rert £7.M £0.00 | Tenancy Y1065
22047201 31928 Reverse - Interest 17020201 3-22/042013-PF18 |MrW.C. Humphries Rert £4.72 £0.00 | Tenancy Y1065
220472013 1937 Fert - 120172013 to 110272013 Herr E. Won Smalhauzen. |Rent £0.00)  £395.00 | Tenancy Y1088
220472010 3 1937 Fert - 120272013 to 1110372013 Herr E. Won Smalhauzen. (Rent £0.00)  £395.00 | Tenancy Y10Es

P | 200452013 Bif. Rent Mizc Receipts - The Mall  |Rert £000)  £101.00|Tensncy 070

11 ]

Report Format
[ Show Zero walues? (0 Mormal " Special

The systems typical report options such as Export to Excel, Print & Preview will all be available to the user.
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Itemised Arrears

CFP Letting Agents

ProsperHouse Cardrew Industrial Estate Redruth Cornwall TR15 1SS

Users now have the ability Tel: 01209 314371 Fax: 01209 314368
create a report reflecting e o

the amount of monies that s

are in arrears for either a —p | Shopshie

tenancy or tenant.

A new merge code has been
created that can be placed
inside a letter template to

Statement of Arrears for Miss G White
Statement prepared on 15/06/2012
Relating to Property: Apple Farm Country Meadows Market Drayton Shropshire

Date Description Amount  Ouistanding
show the same information 1506/2011 Administration Charges - Credit 36.00 36.00
Check
as the above repo rt. 150672011 Full Deposit 1,300.00 300.00
010842011 Rent - 0170942011 to 3040972011, 1,000.00 1,000.00
0141042011 Rent - 01702011 to 314072011, 1,000.00 1,000.00
2.336.00
Less money currently held: 110.00
2.226.00
Wizs 5 White
Apple Farm
Country Meadows
Market Drayton
Shropshire v
TE2 3LF

15 June 2012

Dear Miss White |
Ee: Apple Farm Country Meadows Market Drayton Shropshire TF2 3LP

Cur aceounts show the following montes custanding on your account.

Date Description Amount
1362011 Admindstration Charges - Credit Check 36.00
15/06/2011  Full Deposit 1300.00
01/0%/2011 Rent-01/09/2011 to30/0%/2011. 1000.00
0171072011 Rent-01/10/2011 to31/10/2011. 1000.00

3336.00

Lessmoney curently held:

Your sincerely
CFF Letting Agents

Quistand ing
36.00
300.00
1000.00
1000.00
2336.00

110.00
2226.00
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Itemised Arrears Report

For users who require the information in report format, the Account button can be selected

on the relevant tenancy or tenant form.

A
Tenancy Information \

Mame  |Miss G White
Salutation |Miss wihite
Click To Select a Tenant
Mizz G Wwhite

Code |v1018

T10z28

*1- CFP Accounts

Date Added 1.12/2002 [+] Lendor
Status  [COMPaNY =l [Mr D Tallellow L1008 v
Froperty
|Apple Farm
Inyoice Feceipt
Home 0208994 8332
work  |020 7835 1297 Dgposit Account
Fax | Deposit Refunds Refunds

[Date _[Referenc [Description || _Debit| VAT Credit _VAT|Balance|CompCode][User|PayType [InvRef [LCODE [[PCODE [N

010472010 Feent - 010452010 to 51 £1,000.00 £2,000.00|ITRNT Sl 't
S0032010 |RE0Z2058  |Rent Received (010350 £1,000.00 £1,000.00 RTRMT D&k | Standing Order | 2221 't
Tenancy Dg 010572010 Rent - 010502010 to 3| £1,000.00 £2,000.00|ITRNT S8 k:
[™ Fully & 27042010 |REO207E  |Rent Received (011045 £1,000.00 £1,000.00 RTRMT JT | Standing Order | 2254 ki
01062010 Rent - 0106/2010 to 51| £1,000.00 £2,000.00 |ITRNT S A
Administr 28/05/2010 |REOZ097  |Rent Received (01055 £1,000.00 £1,000.00 |RTRMT ENY | Stancing Order | 2287 A
01072010 Rent - 01/07/2010 to 3| £1,000.00 £2,000.00 (ITRNT S ks
29006/2010 |REOZ116  |Rent Received (01067 £1,000.00 £1,000.00 |RTRMT Py | Standing Order | 2313 ks
E— 01082010 Rent - 01/08/2010 to 3| £1,000.00 £2,000.00 (ITRNT S ks
280772010 |REO2135  |Rent Received (01071 £1,000.00 £1,000.00 RTRMT APG | Standing Order |2349 't
010872010 Feent - 010302010 to 51 £1,000.00 £2,000.00|ITRNT Sl 't
18052010 |RE02154  |Rent Received (01057 £1,000.00 £1,000.00 RTRMT ROB | Standing Order | 2351 't

o1A02010 (2431 Feent - 011002010 to 3| £1,000.00 £2,000.00|ITRNT S \~—|
29092010 |REO2173  |Rent Received (01095 £1,000.00 £1,000.00 RTRMT LDG | Standing Order | 2413 ki

K1
" Tenancy statement * temised arrears

A

Report Format

F 7 Show Zero Walues? ¢ MNormal " Special
-
Frint Report
Prirt Preview Cloze
Expart to Excel [ Best Fit | Reset calumns |

The Itemised Arrears option can then be selected. The option to either Print or Preview is then provided.

The original amount of each invoice
including VAT will be listed, with the
outstanding amount of that invoice
as at today’s date.

If monies are held in unallocated pots,
these amounts will be reflected as one
total labelled under the heading

Less money currently held.

Users of instalment plans will find that the
arrears of such invoices will be listed as of
today’s date.

Headers and Footers for the report can be
configured in the Stationery section of the
Preferences tab in User Defaults under the
tab entitled Tenancy Statements/Itemised
Arrears.

CFP Letting Agents

Prosper House Cardrew Industrial Estate Redruth Cornwall TR15 1SS
Tel: 01209 314371 Fax: 01209 314368

Miss G White
Apple Farm
Country Meadows
Wiarket Drayton
Shropshire
TF93LP

Statement of Arrears for Miss G White
Statement prepared on 15/06/2012
Relating to Property: Apple Farm Country Meadows Market Drayton Shropshire

Date Description Amount Outstanding
15/06/2011 Administration Charges - Credit 36.00 36.00
Check

15/06/2011 Full Deposit 1,300.00 300.00
010872011 Rent - 01/09/2011 to 30/09/2011 1,000.00 1000.00
0171072011 Rent - 01/10/2011 to 311072011 1,000.00 1 000.00
2,336.00

Less maoney currently held: 110.00

2.226.00
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Itemised Arrears Letters
For users who wish to produce letters detailing arrears, two new merge codes have been created.

e <<TYARREARS>> has been created to show all Tenancy and Tenant arrears.
e <<TARREARS>> has been created to show just Tenant arrears.

Once the letter has been produced it will follow the same format as the Itemised Arrears report.

The original amount of each invoice including VAT will be listed, with
the outstanding amount of that invoice as at today’s date.

If monies are held in unallocated pots, these amounts will be reflected
as one total labelled under the heading Less money currently held.

Miss G White
Users of instalment Apple Farm
o Country Meadows
plans will find that Market Drayton
Shropshire
the arrears of such s
invoices will be
listed as of today’s
Y 15 June 2012
date.
Reports created for Dear Miss White ,
a tenancy will also Ee: Apple Farm Country Meadows Market Drayton Shropshire TF9 3LP
include any

. Cur accounts show the following monies custanding on your account.
outstanding

Tenant monies.

Date Description Amount Outstand ing

. 15062011 Admindstration Charges- Credit Check 36.00 36.00
This reflects how 15/06/2011  Full Deposit 1300.00 30000
01/08/2011  Rent-01/09/2011 to 30/09/2011. 1000.00 1000.00

the Tenancy 01/10/2011  Rent-01/10/2011 to31/10/2011. 1000.00 1000.00
receipt screen 333600 233600
operates. Lessmoney currently held: 11000
222600

Your sincerely
CFP Letting Agents
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Tenancy Statement
The Tenancy Information form contains an Account button that produces a breakdown of the specified
tenancies account. The ability to specify a date range to filter the results is provided at the foot of this form.

*1. CFP Accounts

MlDate _ [ReferencefDescription [ Debit[VAT[_Credit/VAT[ Balance|CompCode][User[[PayType _JinvRef[LEY
07/05/2013 1947 Service Charges 0741142012 to 06052013 £500.00 -£500.00 |RTSCG DaM | Standing Crder (37706
07/05/2013 1947 Service Charges 0741102012 to 06052013 £500.00 £0.00 |RTSCG DaM | Standing Crder (37706
06/05/2013 87705 Service Charges 06/05/2013 to 051142013 £1,500.00 -£1,500.00|ITSCG DaN g7T0E
03052013 1948 Service Charges 06052013 to 051142013 £1,500.00 £0.00|RTECG Dar | Standing Crder (57702
03052013 1948 Feverse - Service Charges 06/05/2013t0 0541 | £1,500.00 -§1,500.00|RTSCG Dar a7708
03052013 1549 Service Charges 060552013 to 051142013 £1,000.00 -£500.00 |RTSCG DaM | Standing Crder (57708
08052012 (87710 Service Charges 05052012 to 07082012 £500.00 -£1,000.00|ITSCG Dar a7ro
05052013 1951 Service Charges 05055201 2 to 070552012 £500.00 -£500.00 RTSCG DarM | Standing Order (57710
05mg202 |87 s Service Charges 05055201 2 to 07152012 £500.00 -£1,000.00 (ITSCG Dar g7715
ogM12012 (876 Service Charges 059115201 2 to 070252013 £500.00 -£1 500,00 (ITSCG Dar G776
05022013 |87 7T Service Charges 05020201 3 to 070552013 £500.00 -£2 00000 |ITSCG Dar grTT
05052013 1955 Service Charges 06050201 3 to 03541152013 £500.00 -£1 500,00 | RTSCG Dar | Standing Order |S7703
05052013 1955 Service Charges 0505201 2 to 07152012 £500.00 -£1,000.00 | RTSCG Dar | Standing Order (577135
05/05/2013 1955 Service Charges 0801102012 to 070242013 £500.00 -£500.00 |RTSCG DaM | Standing Crder (37716
05052013 1955 Service Charges 080202013 to 07052013 £500.00 £0.00 |RTSCG DaM | Standing Crder (57717
05/05/2012 (87718 Service Charges 080502012 to 07112012 £1,000.00 -£1,000.00|ITSCE DM g7T18
03M1/2012 (87720 Service Charges 05841142012 to 07052013 £1,000.00 -£2,000.00|ITSCE Dar 7720
03052013 1956 Service Charges 05052012 to 071142012 £1,000.00 -£1,000.00|RTSCG Dar | Standing Crder (57718
03052013 1956 Service Charges 058411/2012 to 07052013 £1,000.00 £0.00|RTECGE DaM | Standing Crder (57720
Q7052012 87725 Service Charges 07T/05/2012 to 061142012 £500.00 -£500.00 |ITSCG Dar a7T25
OFf12012 |87726 Service Charges 0741102012 to 060552013 £500.00 -£1,000.00 ITSCG Dar G726
13052013 1961 Service Charges 07055201 2 to 061152012 £500.00 -£500.00 [RTSCG Dar | Standing Order (57725

B 13052013 |1961 Service Charges 079105201 2 to 060552013 £500.00 £0.00|RTSCG Dar | Standing Order |S7726
1| | »
{* Tenancy statement —— temised arrears Report Format
ement Start Date m Mo Coneoidation C oroup by Date 7 [ Show Zero Values? ¢ MNormal s
stemert End Date  [DOMMAY [+ | 5 Consolidate &1 -
" Consolidate Service Charges (Group by Service Charges) Print Beport - -
i (" Consolidate Service Charges (Group by Schedule) Previewy Report 2 it geee |
Inciude Currert Deposit Status reviesy Repol o Excel | T EEE =] Reset Columns [

The content shown in the grid section of the form can be used to create a customer facing report known as
the Tenancy Statement. There are a number of different variations of this report. The format for these
variations is governed by the options that are selected at the foot of the form (highlighted above in red).

The user can select the variant of report they require and either Print or Preview the report.
A summary for the grouping and consolidation options for the reports is outlined below:

« No Consolidation — This displays what you can see on the screen (so no grouping or consolidation).

. Consolidate All - This will consolidate both invoices and receipts regardless of whether they are
service charges or not, based on the date and the reference.

. Consolidate Service Charges (Group by Service Charges) - This will only group service charge
invoices and receipts (under a general banner of service charges), regardless of whether they
belong to the same schedule or not.

« Consolidate Service Charges (Group by schedule) - This will group service charge invoices and
receipts based on the schedule they belong to.

. Group By Date - this new option will group everything by date (it will keep invoices and receipts
separate) - so if you have ground rent and service charges invoiced the same day and receipted the
next day you will get one line for each, with generalised descriptions "Invoiced" and "Received".
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An example of the Consolidate Service Charges (Group by Schedule) report is shown below.

Hyphen House Tpper

Tt 1 Hyphen Property

Hyphen Housing Estate
Hyphonton

Catby

HY12 2MH

Relating to Property: Umt 1 Hyphen Property Hyphen Housing Estate Hyphonton Corby
Accounts details between 08/ Nov/2012 and 15/May/2013

Date

08/11/2012

021172012

02022013

06052013

07052013

070572013

02052013

08052013

08/05/2013

13/05/2013

Reference

7716

B7T20

BIT17

27708

1947

1947

1955

1955

1956

1961

Statement prepared on 15Tay/2013

Description

Brought Forward Balance
Service Charge - Iultiple
Liahilities

Service Charge - LMultiple
Liahilities 2

Service Charge - LMultiple
Liahilities

Service Charge - Schedule Matched
Income

Service Charge - Schedule Large
Income

Service Charge - Schedule Short
Income

Service Charge - LMultiple
Liahilities

Service Charge - Schedule Matched
Income

Service Charge - Multiple
Liahilities 2

Service Charge - Schedule Shorts

Statement of Account for Hyphen House Upper

Dehit

£200.00
£1,000.00
£500.00
£1,500.00
£0.00
£0.00
£0.00
£1,500.00
£0.00

£000

Full balance at end of period

Credit Balance
-£5,000.00

£000 -£35,500.00
£000 -£6.500.00
£000 -£7.000.00
£0.00 -£8.500.00
£1,000.00 -£7,500.00
£1.000.00 -£6.500.00
£2,000.00 -£4,500.00
£3,000.00 -£3,000.00
£2,000.00 -£1,000.00
£1.000.00 £0000
£0.00

Headers and Footers for the report can be configured in the Stationery section of the Preferences tab in

User Defaults under the tab entitled Tenancy Statements/Itemised Arrears.
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VAT Reports

The Reporting menu heading contains a Taxes/NRL option which provides the user with the ability to

produce a number of VAT Reports.

The user will then be able to specify a
number of filters to create a report
summarising VAT transactions.

The ability to specify Landlords and
Management Companies is provided.

The ability to specify a Date Range
or Period Ending Date is available.

The user can then select the content
they wish to see in the report by
selecting the relevant checkboxes.

A Total VAT Summary
report is available.

A Summary or Detailed report of
both Income and Output is also
available.

Gl Create VAT Report

QS Q =g =

Al Landlords
" Al Management Companies
" Al Landlords and Management Companies
+ Chaaose Landiard |L1 020 r\/at Renistered HP
(" Choose Management | |
Company
4T Number 234234 ia
(+ Report on Periods Ending 3052013 (-
>
(~  Repart on all wAT from |D1 04013 |v to |3|jID4.l‘2EI13 -
Total % AT Summary Report ™2
Output Sumtnary Report v
Input Summary Feport v
Detailed Outputs Report ™2
Detailed Inputz Report ™2

(o Merged Report

" Individual Reports

v Email Report

An option to merge the reports together or display each selected report on a separate page is provided.

The top menu bar provides the user with the ability to:

« Print the Report
« Preview the Report
« Email the Report

. Store a copy of the report in the history log

. Export the content of the report to Excel.

An example report is provided on the following page.
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CFP Ground Rents Department

Prosper House, Carvdrew Indusirial Estate, Redruth, Cornwall, TR15 155
Telephone 01730 261209 Fax 01730233088

WVat Registered HP Landlord : L1030

WVat Registered HP Date: 15/03/2013
WVat Registered HF . s

WVat Registered HF Time: 16:16:05
Vat Registered HP VAT Numbher: 234234
VAT REGIAT

TOTAL VAT SUMMARY REPORT
FOR PERIOD 01/03/2013 TO 31/05/2013

Cuutput WAT due in this period on rents etc: 1600.00
Input %AT reclaimed in this period on expenses etc: 0.0a
Net VAT to be paidto Customs by you or reclaimed from 1600.00
Total value of rents etc excluding WAT: a0a0.0a
Total value of expenses etc excluding WAT: 0.00

OUTPUT VAT SUMMARY REPORT
FOR PERIOD 01/03/2013 TO 31/05/2013

VAT Code Net Inveiced  Net Credit Notes VAT Invoiced VAT Credit Notes
Standard Rate 5,000.00 0.00 1 60000 0.00
2,000.00 0.00 1 60000 0.00
DETAILED INPUTS
FOR PERIOD 01/03/2013 TO 31/05/2013
Inveice
VAT Code Ref Date Description Net VAT
Exernpt 13052013 4.000.00 0.00
Exempt 13/05/2013  Auto Credit Mote (1125) -4,000.0 0.00
0
Exermpt 144052013 4.000.00 a00.00
Exempt 14/05/2013  Auto Credit Mote (1127) -4000.0  -800.00
0
Total Net Value 0.00
Total VAT Value 0.00
Total Invoiced 0.00

Headers and Footers for the report can be configured in the Stationery section of the
Preferences tab in User Defaults under the tab entitled VAT Reports.
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