SALES | LETTINGS | BLOCK MANAGEMENT

2. Alexandre Boyes

| & \

DIRECTOR DASHBOARD
MANUAL

WWW.RESIDENT.UK.COM



2\ Alexandre Boyes

SALES | LETTINGS | BLOCK MANAGEMENT

Contents

Logging iN fOr the fIrst TME ..oeeiiii e et e et e e e s are e e e s tbeeeeenreee s 3
The dashbDOard ........oooiiii ettt sttt et b e b e sae e st et reenees 5
1] oo ) G T PR U PO PRRURPR 6
[ oY o 1T [T 10
[ R g To] o =1 ST PP PRO PP 13
YT o] o 11T PSSR 14
20T Fq Y PRSP 18
11V oY [ =SSP PPPPTI 19
BanK STAtEMENT ... .eiiieiieeee ettt et e et s e s b e e s bt e e be e e st et e nee e s aree s raeesareeeane 23
LY L= | PP PP 24
[ B oT<Tot n o] L3P0 OO R RSP ORORORORRRPRPRPPPRPRPRPRPRRS 25
0T o] o1 1T S [ 410 T (ol T3 ST 26
WWOTKS OIS ittt ettt ettt e ettt e s et et e et e s bt e s bt e e s a b e e s abe e e sabeesabeeeneeesabeeeneeesareesaneeesnseesaneeans 28
(Y= 0] o w [ oV - SRR 30
UBITIEIES ettt b e s bt s a e et e bt e bt e s b e e s ae e s at e et e e bt e bt e be e she e e e eareere e e 31
LT UL =T o= PP PP PR PPPRPPPPP 33
FIlES ettt et e e b et e s bt e e b et e s b e e e bee e e be e e be e e nRe e s betesareeebeeeaneeesreeenares 34
SWILCR ROIES .ttt ettt e s bt e e st e s b e e e bee e sabe e e beeesareesaneeesnteesaneean 34
YAV =1 o Yol U PEPR 35

This manual aims to show you how to use the Director portal. Please keep in mind all content
below is presented using default configuration of access. If your agent has adjusted it you might
have either more or less sections you can access. For any queries regarding this please contact
your agency/administrator.
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Logging in for the first time

To sign up to Resident you must be sent an invitation email by your administrator. The email you will
receive will look something like this:

Welcome to the Leaseholder Portal nbex x X 8 B
Residential Angel =no-reply@resident uk.com= 6:29 (18 minutes ago -
Dear Joe Bloggs,
1 Haw e eside F

Once signed up please log into Resident

Please follow the instructions on this email and click on the link to get started.

3]



2\ Alexandre Boyes

SALES | LETTINGS | BLOCK MANAGEMENT

This link will take you to the following sign up page:

& RESIDENT

WELCOME TO RESIDENT®
BLOCK MANAGEMENT
SOFTWARE

Please login or if you do not have an account, Sign up for a free trial,
or if you have forgotten your password, request a reset.

K Facebook

2 Google

M Windows

Sign up

in Linkedin

Powered by ® Resident (V3.1). All rights reserved.

Here you may sign up with your email address, Facebook, Google, Twitter, Windows or LinkedIn
account. Please remember which account you have used (or email address if this is the case) as you
will need to know this to restore the account if a password is forgotten. We would always suggest to
use the same email address that you received the invite to as this will be the email address saved on
Resident for you. This improves the chances of us being able to help in the event that the email
address used is forgotten.

If you are opting to use an email address you must type the password you would like. This is case
sensitive. Numbers and symbols are not required but they are recommended.
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The dashboard

Congratulations! You are now signed up to Resident.

Below is an example of how our dashboard will look once we are signed in:

RESIDENT #2000

oy T 6 ®

Properties Leaseholders Suppliers Budget

|

Invoices Bank Statement Arrears Suppliers Invoices

% g

Works Orders Reporting

0 [«

Switch Roles My Blocks

This will be our landing page and we will be able to get back to this page at any time by clicking on the
house icon on the top right:

ABOCO
or our agency logo from any location. This logo can be found on the very top left as shown here
(please note that the logo will be your own agency logo rather than the Resident logo and the menu
colours are likely to be different):

ResiDENT il FESISENEN

Calendar

Messaging

=  Tasks

Files

This guide will break down what all of the tiles on our dashboard do and a brief description of what
can be found in each area. If there is no data or not the data you are looking for in any of these areas
please contact your administrator for details.
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Inbox

The Inbox button will take us to our Resident inbox. Here we will be able to see and open any
messages sent to us and send messages to others.

When we first click on the tile we will be taken to our inbox as shown here:

Messaging
Messaging
18/07/2019 09:17  Unit Statements Download now ready First Librarian First Librarian; First Librarian £y
15/07/201915:44  Invoice Group Download now ready First Librarian First Librarian; First Librarian £y
15/07/201915:05  Invoice Group Download now ready First Librarian First Librarian; First Librarian £y
15/07/201914:08  Invoice Group Download now ready First Librarian First Librarian; First Librarian s

We can see all of our messages, the date received, the sender and the recipients.
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To send a new message we can simply click on the ‘New Message’ button found on the very top right.
Here we will be given the following page (yours will be blank at first):

Messages
Messages
Recipients
Users Group Contacts
\rundel Castle g First Librarian (Director Alex (Branch Administrator)

Compose Email
Subject

Meeting
Body of Message

B I USs @ B = = = = Normal : A& Sans Serif 3 =

Good marning.

ble to attend the meeting this morning. Please see image regarding leaky roof attached

Attachments

T

Remove file

Sending a message from Resident will make the message appear in the inbox of the other user. It will
also send an email to these users.

To send a message from Resident we must fill out all of the boxes given. Here is a description of what
each box is for:

User Group: Will allow us to choose which block we would like to choose contacts for (if you have
properties in only one block then only one option will be available).

Contacts: Here we must choose the people we would like the message to be send to. These stack so
we can choose more than one person and they will create a list within the box as shown. To remove a
person added accidently, or if we change our mind, we can click on the X next to their name in the
‘Contacts’ box.

Subject: This will be the subject of the message and the email that will also be sent out.

Body of Message: This will be the contents of the message and also the email.

71
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Attachments: This is optional. We may want to attach a file just as we would an email. When the
‘Attachments’ box is empty it will look as shown below.

Attachrments

Dirop files here or click to upload {max size 20mb)

As it states, we may attach a file by clicking on the box and choosing a document from a folder on our
computer or by dragging a file into this box and dropping it there. As the box also states please also
ensure that the files attached to not exceed 20mb (this is quite large so this should not be a problem
for most users).

Once we have completed this we can now click ‘Send’ to send out this message or ‘Cancel’ to go back.

To open one of our incoming messages we can click on the ‘Action’ icon for the message as shown

here.
Messaging
Messaging
15/07/2019 . . . R . -
15:44 Invoice Group Dowmload now ready First Librarian First Librarian; First Librarian
15/07/2019 y . N ]
15:05 Imvoice Group Dovmload now ready First Librarian First Librarian; First Librarian

This will then open our message up and we will be able to see all details for this message.

Messages
Messag

Invoice Group Download now ready

ir file in Resi

directly by clicking this ink.
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We will see all details from the before list but also the time received. There was also an attachment

on this message. We can see this as there is a download link.®™= If we click this link it will download
the attachment for us. At the very bottom we also have the following icons:

These icons are (from left to right):

Reply

Reply to all

Forward

Archive (or delete if we are viewing this message from the archive)

If we choose to reply, reply to all or forward then the boxes for this will appear below our message.
We need to simply fill these out as shown previously and click ‘Send’

If we would like to see items that have been sent or archived by us then we need to simply click the
‘Inbox’ button on the top left of the ‘Messaging’ page. This will open up our other options as shown:

Inbox
Sent ltems

Archive

9l
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Properties

This tile will show us as list of all properties we have saved on Resident. From this list we can see the
unit name and type. We can also see our name as the owner (and any joint owners) and the names of
any tenants saved on Resident. Finally we can see our current balance and our pro rata balance.

Unit list | RH Resident House

Unit list
Flat 1 (RH-F1) Flat Jane Doe & First Librarian £ 6,650.00 £6,600.00 o
Flat 2 (RH-F2) Flat Joe Bloggs £ 6,600.00 £ 6,600.00 & A
We can view the statement for each of these units by clicking the person icon. &
Statement | RH-F1-1 Jane Doe & First Librarian
Statement
Filter by Category
Date Title Reference Demand Date Due Date Credit Debit Balance Actions
19 Jul 2019 Invoice) Service charge for the period starting on 1 Jan 2019 to 31 Dec 20... 001-RH-F1 01/01/2019 01/01/2019 £0.00 £ 6,600.00 £ 6,600.00 =
20Jul 2019 (Invoice) (Qutstanding Amount: £ 50.00) GR1 20/07/2019 24/07/2019 £0.00 £50.00 £6,650.00 o
Total £000  £6,65000  £6,650.00

On this page we can filter by Category as shown below. Here you can see we have filtered by ‘Ground
Rent’ on the drop down box at the top. This now shows all items with that category only.

Statement | RH-F1-1 Jane Doe & First Librarian
Statement

Filter by Category

Ground Rent
Date Title Reference Demand Date Due Date Credit Debit Balance Actions
20Jul 2019 (Invoice) (Outstanding Amount: £ 50.00) GR1 20/07/2019 24/07/2019 £0.00 £50.00 £50.00 ®
Total £0.00 £50.00 £50.00

|10
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We can download or send the owner of the unit this statement using the download and email
buttons:

Once clicked we can choose which date range we would like the statement to cover:

From Date Mo From Date To Date
v

@

To open a demand shown on the statement we can click on the eye icon.

Once open we will be able to see all details for demand items and any payments recorded against this
invoice.

Invoice |001-RH-F1 Service charge for the period startingon 1 Jan 2019 to 31 Dec 2019

Invoice
Summary Details
Invoice Number : 001-RH-F1 Bank Account

Issue Date: 19/7/2019
DueDate: 1/1/2019

Re: Flat 148 Mount Ephraim, Tunbridge Wells, Kent, TN4 8AU

{33 Service Charge Account

Invoice ltems Schedule Amount Due

Service Charg amount) for period 1Jan to 31Dec2019 Service Charge £6,600.00 ’ Resident House

# Property Address

Invoice Total Due £6,600.00
Date Payments Totals
Debtor Details
No Payments Received
& Jane Doe & First Librarian
=
Payments Received Total £0.00 =
L
Amount Due £ 6,600.00

11|
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If we switch to the ‘Details’ tab we will be able to see more details about this demand such as
issue/due date and category.

Invoice |001-RH-

ice charge for the period starting on 1 Jan 201
Invoice

Summary Details

Unit* Invoice Reference(1 occurrences) Cover Letter
Gwmer(s) * Invoice Description

Issue Date * DueDate

Category * EBank Account *

Period Start ™ Period End *

S

If we would like to send this demand to the owner of this unit or download it we need to simply click
‘More Actions’ and select the correct option as shown below:

e

CHOOSE YOUR ACTION

Send

Download

.
If we would like to see details for a unit we can click the house icon on the statement page. ™ This
will show us the address, name, reference and unit type.

Unit details |rH-F1FR1at 1

Unit details
Unit Name * Unit Reference
Flat1 RH-F1
Unit Address * Unit Type ™
48 Mount Ephraim, Tunbridge Wells, Kent, TN4 3AU Flats -

|12
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Leaseholders

Leaseholders

If we select this tile we will be able to see all Leaseholders on our blocks. We will be able to see a list
with names, numbers, email addresses and system roles (Whether they are a Leaseholder, Director
Etc.). We can also see if they are able to log into the system from this list.

Users | RH Resident House

personslist
Jane 07000000000 JaneDoe@resident uk com Leaseholder (Resident Block Management Software) (Resident Invited on _
Doe = House) (Jane Doe & First Librarian, Flat 1) 20/07/2019 &
Director (Resident Block Management Software) (Resident)
Joe Leaseholder (Resident Block Management Software) (Resident Invited on A
[ v Software) ( ) [+
Blogas . g e 19/07/2019 =

House) (Joe Bloggs, Flat 2)

To view a user in more details we can click on the ‘Action’ button. £
Here we can see all details for this Leaseholder.

Contact Details

567891b3-248c-4db2-be52-25a40895e3e5

Details Units Invoices

Full Name *

Salutation Custom Id

Note : No access to Resident (Invited on : 20/7/2019)

Back = More Actions

13|
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If we change the tab to ‘Units’ we can see which units this person owns.

Contact Details

567891b3-248c-4db2-be52-25a40895e3e5

Details Units Inv
Unit Block Type Start End Actions
RH-F1Flat 1 RH Resident House Owner 19/01/2019 L

m = More Actions

If we switch to the ‘Invoices’ tab we will be able to see what invoices these users have outstanding.

Contact Details

567891b3-248c-4db2-be52-25a40895e3e5

Detalls Units Inveices
Issue Date Due Date Unit Name Category Reference Qutstanding
19/07/2019 01/01/2019 RH-F1Flat1 3454 Service Charge 001-RH-F1 £ 6,600.00
20/07/201% 24/07/2019 RH-F1 Flat 1 Ground Rent GR1 £ 50.00

Back = More Actions

|14
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Suppliers
o

Suppliers

If we click this tile we will get a full list of suppliers available to our blocks and a tab of recommended
suppliers.

Suppliers

Here we can see the name, address, phone and email address for each supplier. We can see more if

we click the ‘Action’ button. E‘T

Supplier Details | Etectricity supptiers
e7ae8f8e-5119-4964-b755-c127bc9f5f88

Details Categories Contacts

Mame*

Website url Custormn Id

Description

15|
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Here we can see all details for the supplier.

If we select the ‘Categories’ tab se can see which categories this supplier is related to.
e7ae8f8e-5119-4964-b755-c127bc9f5f88

Suppiier Details | electricity suppliers

Details Categories Contacts

BANKING

BLOCK REVENUE

We can see all supplier contacts if we select the ‘Contacts’ tab.
e7ae8fBe-5119-4964-b755-c127bc 9588

Supp!ier Details Electricity Suppliers

Details Categories Contacts
Order by Sort Per page Search
Mame T Asc o 25 =
Name Actions
Steve o
Cancel

|16
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If we select a contact with the eye icon we can see all contact details for this contact.

Contact Details

2e2511e4-bb3b-4320-8a49-e0achf1998c5

Details

Full Name *

Salutation Custom Id

Mote : Mo access to Resident (User not invited yet)

Back

17|
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Budgets
®

Budgets

Using this tile we can see all budgets raised including our units. We can see budgets that are in draft
and approved.

Budgets | RH Resident House
Budgets
Draft Budgets
Budget Summary Financial Period Total Amount Actions
No items to display
Approved Budgets
Budget Summary Financial Period Amount Qutstanding Periods Periods Invoiced Actions
Jan 2019 / Dec 2019 Budget 2019 - 2020 Financial Period £13,200.00 £13,200.00 1 21 @
@
. H ‘ . 7
If we want to open a budget we simply need to click the ‘Action” button.
Here we can see all of the details for the budget.
Details | Jan 2019 /Dec 2019 Budget
Details

Details Amounts Totals Per Unit

Budget Name * Custom1d*

Financial Period * Invoice Item Description *

Invoice Frequency * Bank Account

Schedules
v/ Se
Totals

Schedule Total

Service Charge Amount £13,200.00

Total £ 13,200.00

If we would like to download the budget we can select ‘More Actions’ and select ‘Download PDF’

CHOOSE YOURACTION

Download PDF

|18
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Invoices

Invoices

This tile gives us access to all invoices for our blocks. Once clicked we will be taken to the ‘Invoice
Group’ page. Here we can see all group invoices grouped by outstanding, draft and paid.

Invoices | RH Resident House
invoicegroupslist

Invoice Group Supplementary Invoices

Qutstanding Invoice Group

Order by Sort Per page Search
Category - Asc - 25 -
Category Description OQutstanding Actions
3454 Service Charge Service charge for the period startingon 1 Jan 2012 to 31 Dec 2019 £ 13,200.00 2
Ground Rent Ground Rent £ 100.00 @
Draft Invoice Group
Order by Sort Per page Search
Draft Invaic = Asc d 25 =
Draft Invoice Group Description Outstanding Actions
Ground Rent Ground Rent £ 100.00 @
Paid Invoice Group
Order by Sort Per page Search
Category - Asc - 25 =
Category Description Amount Actions

Mo items to display

To view details for these groups we need to click the ‘Action” button.

19|
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Once we have opened an invoice group we will be able to see the details for this group as shown

below:
Details | 001 5ervice cha c201
000b7780-6b93-49d2-8220-06f%e4d82ad1
Details e
Description * Imvoice Reference Prefix{23 occurrences) = Cover Letter
Category * Bank Account *
Due Date Issue Date ~ Invoice Item Description *
Period Start Period End *
Schedule Amounts
Schedule Amount
Service Charge =
Total £13,200.00
Total Paid £0.00
Total Outstanding £13,200.00

o =

We can download the demands for this group or view the budget these are from by clicking ‘More
Actions’

CHOOSEYOUR ACTION

Jan 2019/ Dec 2019 Budget

Download Al

We can select the ‘Invoices tab if we wish to see a breakdown of the demands on Resident and any
payments that have been assigned to them (the number in brackets next to the ‘Amount’).

Invoice Reference Unit Name / Invoice ltem Owner(s) / Percentage Contribution Amount Qutstanding Amount
001-RH-F1 @ & RH-F1Flat 1 Jane Doe & First Librarian £ 6,600.00 (£0.00) £6,600.00

Service Charge 4 £ 6,600.00
001-RH-F2 @ L RH-F2Flat2 £6,600.00(£0.00 £6,600.00

Service Charge £ 6,600.00

[ [~ v

120
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E3
If we wish to download a demand we can click the download button next to the reference.

=

If we wish to open the demand up to see more details we can click the eye icon.
Once open we will be able to see all details for demand items and any payments recorded against this

invoice.

Invoice |001-RH-F1 Service charge for the period startingon 1 Jan 2019 to 31 Dec 2019

Invoice
Summary Details
Invoice Number : 001-RH-F1 Bank Account
< Fla im idge Wells
Re: Flat 148 Mount Ephraim, Tunbridge Wells, Kent, TN4 8AU \ssue Date: 19/7/2019
DueDate: 1/1/2019 [53 Service Charge Account
Invoice Items Schedule Amount Due
Service Charge (50% of £13,200.00 budget amount}, for period 1 Jan to 31 Dec 2019 Service Charge £6,600.00 ’ Resident House
# Property Address
Invoice Total Due £6,600.00
Date Payments Totals
Debtor Details
No Payments Received
& Jane Doe & First Librarian
Payments Received Total £0.00
Amount Due £6,600.00
. ‘¢ a0 . . .
If we switch to the ‘Details’ tab we will be able to see more details about this demand such as
issue/due date and category.
Invoice |001-rRH-F15 charge for the period starting on 1Jan 2019 to 31 Dec 2019
Invoice

Summary Details
Unit * Invoice Reference(1 occurrences) * Cover Letter
Owner(s) Invoice Description

Issue Date DueDate

Category* Bank Account *

Period Start” Period End *

o [ o]

If we would like to send this demand to ourselves or download it we need to simply click ‘More
Actions’ and select the correct option as shown below:

CHOOSE YOUR ACTION

Send

Download

21



2\ Alexandre Boyes

SALES | LETTINGS | BLOCK MANAGEMENT

If we would like to see individual invoices then we can select ‘Supplimentary Invoices’ from the
‘Invoices’ page. Here we can see all individual demands and open/send them as with the group

invoices.

INVOIiCeS | RH Resident House

invoicegroupslist

Invoice Group Supplementary Invoices

Outstanding Invoices

Order by Sort Per page Search
Mame = Asc = 25 =
MName Category Reference Unit Owners Description Qutstanding Actions
) Ground RH-F1 Flat 1/RH-F1-1 Jane Doe & B
20/07/2019 GR1 . . . £50.00 J
Rent First Librarian
Paid Invoices
Order by Sort Per page Search
Issue Date = Asc = 25 =
Issue Date Category Reference Unit Owners Description Amount Actions

Mo items to display

|22
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Bank Statement

Bank Statement

This tab will show us our bank transactions and their reconciled status. This page allows us to see
which bank account we are looking at (this can be changed with the drop down box) and allows us to
set a specific date range.

The ‘Totals’” box gives us a run down of numbers based on the dates we have input and below this we
have a list of all transactions recorded. We can search this list with the bar at the top of the list. We
can see the reconcilation status in the ‘Rec status’ column marked by a tick for reconciled and a cross
for not reconciled yet.

Transactions | RH Resident House

Account and Period Selection

Al

Bank Account Start Date End Date
Service Charge A - 21/06/2019 21/07/2019
Totals
Maney in : £ 10,000.00 Maney out - £0.00 Balance From: £0.00 Balance To: £10.000.00
Unreconciled Balance Start Date - £0.00 Unreconciled Balance End Date: £0.00
017072019 Opening Balance Opening Balance £10,000.00 £10,000.00 L4 7

23|
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Arrears

Arrears

This tile allows us to keep track of arrears. Once we have opened this page we can see how many
arrears we have any at what stage they are.

RBMS Resident Block Management Software | RH Resident House a0

Arrears |RH Resident House

Arrears

Process Not Started Arrears Due Arrears In Progress Settled

or Name

RH-F1Flat 1 RH-F1-1 RH-F1-1 Jane Dee & First Librarian 3454 Service Charge £ 6,600.00

If we would like to see more details about any arrears that have been chased we need to simply click

the ‘Action’ button. (£ This will bring up a full record of every stage of the arrears process, the date it
was sent and due. We can also download the letter from Resident by clicking the download button.

L3

Arrears

Jon Long & Clare Barr (Flat 1)

Arrears Details

Category : Service Charge Initial Amount : £ 825.77 Current Amount - £ 1075.77
Steps
Step Name Due Date Correspondence Status
Submited By Submited Date Actions
S
Step Name Due Date Correspondence Status
Submited By Submited Date Actions
S

=1

|24
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Inspections

This tile allows us to see details uploaded by agents regarding inspections. The first page gives us a list
of assessment categories we currently have and any details about previous and upcoming reports.

Assessments | AC Arundel Castle

Assessments
Order by Sort Per page Search
Report M Asc - 25 -
Report Last Report By Last Report Date Next Report By Next Report Date Actions
1 Test Health and Safety(Health & Safety) ®
123(Banking) ®
Asbestos Risk Management(Health & Safety) @
Fire Risk Assessment(Health & Safety) ®
Health and Safety Risk Assessment(Health & Safety) ®
Inspection Reports(Inspection Reports) ®
Legionella Risk Assesment(Health & Safety) @
Lift Maintenance Contract(Mechanical & Electrical) ®
If we open a category we will be able to see any invoices raised in relation to this and any files
uploaded by agents.
® Silent Towers | ACArundel Castle 400 @ = (l)
R E S | D E N T Files Fire Risk Assessment | Fire Risk Assessment
Files

Outstanding Invoic...

Attachments

Files @)

Current Attachments

21/07/2019 18:13 - Fire Risk Assessment.doox
Download

25
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Suppliers Invoices

Suppliers Invoices

This tile allows us to see any supplier invoices on our blocks. The opening page will give us a view of all
invoices and the stage they are currently at.

INVOICES | RH Resident House

invoiceslist
Pending Invoices Approved Paid Rejected
Orderby Sort Per page Search
Supplier - Asc - 25 -
. Block Invoice Payment ) i
Supplier Reference Category Qutstanding Actions
Name Date Due
Electricity . - . Resident
) Electricity Electricity Bills 16/07/2019 £2,000.00 ®
Suppliers House
Fire Risk Fire Risk Resident P _
H&S 20/07/2019 £500.00 =
Assessment Assessment House

We can open any invoice using the ‘Action’ button.
Once open we can see details for the invoice items and any payments assigned to this invoice.

Invoice Details | Electricity Electricity Suppliers , lssued on 16 Jul 2019
88e18ddd-090d-4651-ae4b-3e391397a68c
Summary Invoice
Invaice Murmber : Electricity Electricity Suppliers
Issue Date: 16/7/201%
Invoice ltems .
Resident House
Invoice Items Category Schedule Amount Due # Property address:
nt Ephraim
Electricity Electricity Bills Service Charge £2.00000
nvoice Total Due £2,000.00

Invoice Payments

Date Payments Totals

1Mo Payments Received

Payments Received Total £0.0
Amount Due £2,000.00

126
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We can see a preview of the bank balance if we click on the ‘Money on Account’ button.

m Money on Account : £ -2,032.00

BAMK BALANCE : £120.00

Total of Oustanding Invoices : £
2.152.00

Total of Works Ordersin Progress: £
- 000

We can see how this invoice works out when compared to budgeted amounts if we click on the pie
chart. If this chart is red it means we are over budget.

unridge vvel
TN4 8AU

2012 - 2020 FINAMNCLAL PERIOD

Euczeted Amount: £
2 .00

Outstanding Invoices

+E0.00

Paid Invoices : £0.00

Outstanding )
Budgeted Amount: £
2,000.00

We can see more details such as linked bank account, issue date and supplier if we click the ‘Invoice’

Summary Inveice

Invoice Reference(1 ocourrences) ™ Block [Comparty Name} ~
Bank Account * Supplier *

Invoice Date * Invoice Description

Payment Due Date

27
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Works Orders
i

Works Orders

This tile gives us a break down of all works orders on our blocks. The first page we see gives us a list of
these and which stage they are at.

Work Order List | RH Resident House

workorderslist

o

In Prograss Work Instructed Work Finish Complated

New Pending Approval C

Xl
1

21/07/2018 Roof Repair Flail Roof over 7 Years Old

We can open a works order by clicking the ‘Action” button. &
Here we can see the details of this works order and which category it is in relation to.

Details | 1281 Roof Repair
aa3fdfob-6cfc-4608-8480-65b05732b505

Details WWorkflow Status Quotes Waork
Reference{1 occurrences) © Works Order -

Date Maintenance Category *

Description

Bank Account * Wark Status Approval Status

e

As before, we can see a break down of the bank account and budgeted amounts if we click on these
two buttons at the top.

(oot on | &

BANKEALAN(

Total of Qustanding Invoices : £ 500.00

Total of Works Ordersin Progress: £
10,000.00
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If we change the tab to ‘Workflow Status’ we can see at which stage the approval is and also at which
stage the work progress is.

Vorkflow Status Quotes Wark

[=}
T
o
e

Approval Process Log

Status Date Submitted By
Status Dats Submitted By Actions
Work Process Log
Date Submitted By

Status

The ‘Quotes’ tab gives us a look at which quotes we have received and any preferred quotes.

Details Workflow Status Quotes Work

Quote Instructions

Quotes

Amount Earliest Start Duration Actions

Is Preferred Supplier

The ‘Work’ tab will let us know if a quote and supplier has been approved and for how much.

Warkflow Status Quotes Work

[=}
"
e

Approved Quote Ameunt *

‘Work Instructions

Approved Supplier
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Reporting

Reporting

This tile gives us access to all reports we will need for end of year reports and general enquiries. See
below for a list of the reports available:

Accounting

es

Service (

Annual Charges Service Charge Balancing
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Utilities

This tile allows us to see details uploaded by agents regarding utilities. The first page gives us a list of
utility categories we currently have and any details regarding tasks, notes and files made in regards to
these.

Silent Towers | AC Arundel Castle

Utilities | ac Arundel Castle

Category
Jtility Bills =
Category Open Tasks Tasks Due Notes Files Actions
Electricity Bills 0 0 0 0 @
Gas Bills 0 0] 0] 0 @
Water Bills - Supply ] 0] 0 0 @
Water Bills - Waste 0 0] 0] 0 2

If we open a category we will be able to see any invoices raised in relation to this and any files
uploaded by agents.

We will also be able to see any meter readings made and the date they were last recorded.

® Silent Towers | ACArundel Castle a 0 © @ = Q)
RESIDENT Meters Electricity Bills | electricity ginis
Meters
Meters
‘Outstanding Invoic...
Order by Sort Per page Search
Files serial Number - Desc v 25 d
Serial Number Property Name Main Meter Last Reading Last Recharge Date Current Contract Actions
®
123456789 Arundel Castle 123456789 21/07/2019
+

Here, we can also submit a meter reading by clicking on the plus button and filling out the pop-up
box.
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Meter Reading
Reading Date ~ Type ™

21/07/2019 Estimate v
Day Rate * Night Rate Other Rate

Cancel
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Insurance

This tile allows us to see details uploaded by agents regarding Insurance. The first page gives us a list
of Insurance categories we currently have and any details regarding tasks, notes and files made in
regards to these.

Insurance | AC Arundel Castle
Insurance

Category Open Tasks Tasks Due Notes Files Actions
All Risks, Directors & Officers Insurance 0 0 0 0 ®
Boiler & Tank Insurance 0] 0 0 0 2
Building Insurance 0 0 0 0 @

If we open a category we will be able to see any invoices raised and paid in relation to this and any
files uploaded by agents.

DOEN Outstanding Invoices All Risks, Directors & Officers Insurance | Al Risks, Directors & Officers Insurancs
Qutstanding Invoices List
QOutstanding Invoic...
Order by Sort Per page Search
Paid Invoices List _
Category - Asc - 25 -
Files Category Contractor Reference Invoice Date Payment Due Outstanding Actions

No items to display
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Files

This tile allows us to see and download any files uploaded to our block by agents.

Files | Ac Arundel Castle

Attachments

Current Attachments

15/07/201%

15/07/2019 10:00-

15/07/2019 09:05 -

26/06/2019 16:27 -

26/06/2019 14:55-

05/04/2019 12:30 -

=

=

=

=

rundel Castle All statements 7152019 100418 AM.pdf

=

=

rundel Castle All statements 7152019 95935 AM.pdf

=

rundel Castle All statements 7152019 90403 AM.pdf

rundel Castle All statements 7112019 20229 PM.pdf

rundel Castle All statements 7112019 14059 PM.pdf

rundel Castle All statements 26.06.2019 162705.pdf

rundel Castle All statements 26.06.2019 145501.pdf

Mail Merge Letter Codes.txt

- Mail_Merge_Residents_General_Letter.docx

5-DSC_0069.JPG

Switch Roles
)

Switch Roles

Download

Download

Download

Download

Download

Download

Download

Download

Download

Download

Files

This tile allows us to switch to any other roles we might have within Resident. For example if we are a

|34
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My Blocks
(«

My Blocks

This tile allows us to see and open any blocks we have on Resident. A small pop-up will appear. We

can choose the block we would like to see by selecting the ‘Action’ button next to it. [21,

AC Arundel Castle Arundel Silent Towers " £y

This will open the unit list for the whole block. This list is exactly the same as the list for the
‘Properties’ tile and the statements and unit details can be viewed in the same way too.

Unit list | AC Arundel Castle
Unit list

Apartment 01 (A0 11111111} CommercialVat Adam Lancelot. & First Librarian James Teanant & @
Apartment 02 (AD211111111) Maisonetie Sam Gawain. & Michal MarekMMM £109,334 57 £ 108,000.57 & @
Apartment 03 (AD311111111) Apartment Mr John Geraint £1,858.57 £1,858.57 - A
Apartment 04 (AD41111111) Apartment Mr Robert Percival. £3.08432 £3,084.32 - A
Apartment 05 (ADS1111111) Apartment Mr Bors The Younger £318232 £3.182.32 - #
Apartment 06 (ADG1111111) Commercial Mr B & P Lamorak. £134736.42 - #
Apartment 07 (ADT1111111) Commercial'Vat Mr Gerd Kay. £3.182.32 £3.182.32 - #
Missing ltems (AC-MI) House Mew Leasehold £ 34 ,833.00 £ 34 838.00 - &
Mew Test Unit (AC-NTU) Apartment Mr New Thing £ 14,244.00 £14,944.00 - #
Type test No vat (AC-TN) Commercial Mo vat ownership £100.00 £100.00 & @
Vat unit (AC-V) CommercialVat  Vat ownership £100.00 £100.00 - @
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Tunbridge Wells 01892 525522 | 48 Mount Ephraim, TN4 8AU

East Grinstead 01342 321142 | 1 West Street, RH19 4EY

Block Management: 01892 574880 | 43 Mount Ephraim, TN4 8AA

wWww.alexandre-boyes.co.uk



