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Document Information
Notices
Copyright
Real Estate Manager is a brand name of the insightsoftware.com Group. insightsoftware.com is a
registered trademark of insightsoftware.com Limited. Real Estate Manager is a registered trademark of
insightsoftware.com International Unlimited.

Other product and company names mentioned herein may be the trademarks of their respective
owners. The insightsoftware.com Group is the owner or licensee of all intellectual property rights in this
document, which are protected by copyright laws around the world. All such rights are reserved.

The information contained in this document represents the current view of insightsoftware.com on the
issues discussed as of the date of publication. This document is for informational purposes only.
insightsoftware.commakes no representation, guarantee or warranty, expressed or implied, that the
content of this document is accurate, complete or up to date.

Disclaimer
This guide is designed to help you to use the Real Estate Manager applications effectively and
efficiently. All data shown in graphics are provided as examples only. The example companies and
calculations herein are fictitious. No association with any real company or organization is intended or
should be inferred.

https://insightsoftware.com/


3

Contents
Document Information 2

Notices 2

Contents 3

Reporting Overview 5

Standard Reports 6

Asset Reports 6

Compliance Reports 10

Contract Reports 11

Financial Reports 15

Generating a Standard Report 17

Downloading a Report 17

Saving and Viewing a Saved Report 18

Deleting a Saved Report 18

Search Filter Options 18

Custom Reports 22

Creating a Basic Report 22

Advanced Custom Report Functions 25

Managing Standard Report Types 30

Data Sources for Custom Reports 32

Available Field Types 33

Available Fields by Data Source 33

Cost Reporting 43

Standard Report Types 48

https://insightsoftware.com/


4

Version Summary 63

https://insightsoftware.com/


5

Reporting Overview
Real Estate Manager provides a suite of standard reports that can be run, saved, and downloaded. In
addition, Real Estate Manager provides a custom reporting function that allows you to select the
information you want to report. The workspace is divided into tabs, each containing reports relevant to
that data type.

n Asset Reports: Reports specifically on assets and activities related to assets.

n Compliance Reports: Reports specifically on compliance items by location or asset status.

n Contract Reports: Reports on individual contracts and any actions for those contracts.

n Finance Reports: Reports on any financial activities related to the portfolio.

n Custom Reports: Fully customizable report creation for assets and contracts.

Real Estate Manager has both standard and custom reports.

https://insightsoftware.com/
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Standard Reports
Real Estate Manager includes a robust Reporting function that consists of several standard reports
which can be generated, saved, and downloaded. The data is displayed within the workspace once you
select your report parameters and from here you may save and/or download the report. 

Asset Reports
All the reports listed on the Asset Reports tab include data and information pertaining to specific assets
within your real estate portfolio.

Asset Information Report
This report contains data for all fields included when entering a new asset. If there are any custom fields
that have been configured for particular Asset Types, those will be included in this report as well.

Asset Schedule
This report generates a comprehensive asset listing which is divided by country and then further
grouped by state/province. Additional data contained in this report is similar to the Asset Information
Report, as all fields included for new assets, along with any custom fields configured, are listed.

https://insightsoftware.com/
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Grouped Asset Information Report
This report also includes all asset detail fields and any custom fields configured for an Asset Type and
groups the data by country, state/province, and Business Unit.

Grouped Asset Schedule
This report is a comprehensive asset listing similar to the Asset Schedule Report, but assets are
grouped by country, state/province, and Business Unit.

https://insightsoftware.com/
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Tenancy Schedule
This report is a listing of any assets where there is a receivable contract attached. It includes information
on the asset as well as some contract details and critical dates.

Asset File Report
This report is a list of all assets with files attached, along with the filename.

https://insightsoftware.com/
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Asset Task Report
This report lists any asset with associated tasks and includes information on what the task is, due dates,
and who the task is allocated to.

Rental Liability Report
This report shows a breakdown of costs for assets, including review costs and per annum costs through
the life of any contract.

Consent Approval Report
This report lists any consents that have been entered for the asset and gives details on the status of
those consent approvals.

https://insightsoftware.com/
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Asset Insurance Report
This report lists details on any insurance certificate information that has been entered for an asset.

Contact Custom Field Report
This report lists details for contacts associated with assets.

Compliance Reports
This grouping of reports contains data pertaining to compliance and compliance status.

https://insightsoftware.com/
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Compliance Report by Country and State
This report lists asset compliance status, grouped by country and state/province.

Compliance Report by Asset Status
This report lists asset compliance status, group by asset status.

Contract Reports
Contract reports contain data pertaining to all Contract Types and any associated costs.

Critical Contract Dates
This report lists all critical dates for assets and contracts, including expiring contracts, upcoming
reviews, unexercised options, and holdover periods.

https://insightsoftware.com/
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Critical Tasks
This report lists all overdue and upcoming critical tasks, grouped by days until due.

Asset Contract Report
This report lists contracts and associated costs, grouped my country and state/province. Each cost will
have its own line item for each contract.

https://insightsoftware.com/
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Comprehensive Contract Export
This report lists contracts with all details, including any custom fields configured for the Contract Type,
and costs associated with the contract.

Lease Accounting Significant Contracts
This report lists all contracts that meet the lease accounting significant reporting standards according to
the configuration of Contract Types.

https://insightsoftware.com/
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Contract Liability
This report lists contracts and the associated liability, including yearly cost breakdowns.

Contract Summary
This report summarizes each contract and includes all contract details including any custom fields
configured for Contract Types. This report also includes totals for area, cost, and cost/area unit.

https://insightsoftware.com/
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Financial Reports
The reports in this category deal with information regarding forecasting, budgeting, and expenditure.

Monthly Journal
This report lists details of monthly costs for a specific month during a financial year.

Invoice Field Report
This report lists invoice details for a selected custom field.

https://insightsoftware.com/
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Annual Expenditure Report
This report breaks down total annual expenditures by month.

Financial Control Budget Report
This report projects known and unknown costs into yearly totals.

https://insightsoftware.com/
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Generating a Standard Report
1. From the Top NavBar, select Reporting.

2. In the Reporting workspace, select the tab that contains the report you wish to generate.

3. Once on the appropriate tab, click on the report that you wish to generate.

4. Select the appropriate search filters.

Note: Different reports have different search filters. See the table below for a list of the
various filters used for different reports.

5. Some reports allow adding additional filters based on Custom Fields that have been configured for
certain master data. To add an additional filter, click Add Filter.

6. In the additional search criteria row, click Add Filter again.

7. In the pop-up, select the Custom Field you want to include as a parameter from the drop-down.

8. Now that field is part of your search criteria, and you may finish selecting all of your parameters.

9. ClickGenerate Report. The data will display below the search criteria.

Downloading a Report
Any report generated may be downloaded as an Excel workbook and saved locally.

1. From the Top NavBar, select Reporting.

2. In the Reporting workspace, generate the desired report.

3. Once the report has generated, click the Download icon in the top right of the Search Filters.

4. The report will be downloaded as an Excel workbook.

https://insightsoftware.com/
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Saving and Viewing a Saved Report
Any report generated may be saved to allow other users to access it.

1. From the Top NavBar, select Reporting.

2. In the Reporting workspace, generate the desired report.

3. Once the report has generated, click the Save File icon in the top right of the Search Filters.

4. In the pop-up, enter the Report Title.

5. Then enter a Report Description.

6. If you want all users to be able to view the report, check the box to allow all users to view report.

7. Click Save.

8. The report is saved and will display as a Saved Report on the relevant report tab.

9. To view the report, click the saved report link.

Deleting a Saved Report
1. From the Top NavBar, select Reporting.

2. In the Reporting workspace, go to the reporting tab where the saved report may be found.

3. Click the Delete link next to the report name.

4. Click okay in the confirmation box to delete the report.

Search Filter Options
Option Default Description

Commonly Used Filter Options

Ownership
Types

All ownership
types

Owned, Leases, Mixed Ownership

Business
Units

All business
units

Internal operating and reporting group

Legal
Entities

All legal entities
Organization or company recognized as having fiduciary responsibility
for the lease. This may or may not be the same company named on the
contract as Lessee.

Asset Status
All non-
archived assets

Indicates the operational status or archived if no longer active

Search Term All results Enter any keyword(s) to use to filter returned data.

https://insightsoftware.com/
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Option Default Description

Commonly Used Filter Options

Asset
Location

All locations Jurisdiction where the Asset is located

Asset Types All asset types
Grouping of property types that have similar characteristics defined in
Administration/Asset Types

Asset Fields
To Display

All asset details Data fields for display on the report

Asset Task Report

Task
Categories

All Categories Groups of activities (Tasks)

Allocated To Any user List of users in particular environment

Completion
Status

All Status of a Task

Rental Liability Report

Contract
Currency

Afghani Monetary currency

Contract
Type
Categories

All Contract
Categories

Grouping of similar contract types, outlining common characteristics

Contract
Type

All contract
types

Type of Contract defined in Administration/Contract Types

Contract
Cost
Category
Groups

All Contract
Cost
Categories
Groups

Grouping of similar cost types, outlining common characteristics in a
binding legal agreement

Cost
Category

All Cost
Categories

Grouping of similar cost types, outlining common characteristics

Show
Payable
Contracts

Indicator for Payable or Receivable Contract

Show
Archived
Contracts

Hide Archived
Contracts

Function to not display Archived Assets on the report

Report Year 2021 Indicator for the reporting year

Report
Range

10 Number of years for reporting

Show Other
Costs
Summed

No Function to total other costs on the report

Exercise
Future
Options

No
Indicator for whether the report should incorporate exercising of
contract options

https://insightsoftware.com/
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Option Default Description

Commonly Used Filter Options

Action All
Future
Reviews

No
Indicator for whether the report should incorporate results of reviews in
future periods

Contact Custom Field Report

Get Contacts
From

All Records
Indicator whether the Custom Fields should use Contacts from Assets
or Contracts

Show
Custom Field
Types

All Custom
Field Types

Grouping of Custom Fields defined

Compliance Report by Country and State

Only Show
Non-
Compliance

No
Indicator to display or not display Compliance Items that are non-
compliant

Report Date Today As at date for the report

Compliance Report by Asset Status

Upcoming
Window

22/02/2021 Establishes a range for reporting

Critical Contract Dates

Critical Dates
in Next

180 days Selection for the date range

Include
Payable and
Receivable

Selection for Payable or Receivable contracts

Include
Overdue
Items

No Indicator whether to include or exclude overdue items on the report

Critical Tasks

Critical
Tasks to
show

Reviews,
Terms/Options

Selection for the types of Critical Tasks to include on the report

Grouping
Interval

30 Days Indicator for breaking the Critical Tasks in the report

Number of
groupings

3 Indicator for the number of Critical Tasks to group

Include
Contracts in
holdover

No Indicator whether to include Contracts in Holdover state in the report

Include
Description
Column

No Indicator whether to include a column with description in the report

https://insightsoftware.com/


21

Option Default Description

Commonly Used Filter Options

Task
Category

All Task
Categories

Grouping of similar task types, outlining common characteristics

Task
Allocated To

All Tasks Select persons to whom tasks are assigned

Asset Contract Report

Contract
Type

All contract
types

Types of contracts defined in Administration Contract Types

Show
Payable
Contracts

Indicator to include Payable or Receivable contracts in the report

Comprehensive Contract Export

Contract
Fields to
Display

All contract
details

Select fields to include in the report

Monthly Journal

Report
Month

January Reporting month

Invoice Field Report

Invoice Cost
Category

Rent - Rent Grouping of similar cost types, outlining common characteristics

Category
Field

Please Select Select fields to include in the report

https://insightsoftware.com/


22

Custom Reports
The custom report creator allows the user to create fully customizable reports on both assets and
contract. Reports can be customized by selecting which specific fields the user would like to include in
the report while also allowing the user to implement constraints on which assets or contracts should be
included in the reporter. Reports are created using individual fields to specify what you want included in
the report and the way in which you view each field can be modified within the creator. Filters can also
be placed on the reports as to specialize which assets the user wishes to display in the report. The
constraints are unique for assets and contracts as are fields. The creator also allows the user to name,
save, duplicate, generate, and download the report as an excel spreadsheet. 

Creating a Basic Report                                                                                                                                                                                                                                               
1. From the Top NavBar, select Reporting.

2. Once in the Reporting workspace, go the Custom Reports tab.

3. Under the Standard Reports header, click Custom Report to build a new report.

4. First, select the Data Source from which to pool your data by clicking Add Data Source.

5. In the pop-up, choose the Data Source from the drop-down. This forms the basis of your report, as
any other data added into the report stems from this initial data source.

https://insightsoftware.com/
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l Asset: Full set of asset records in system

l Contract: Full set of payable and receivable contracts recorded in system

l Invoice: Full set of payable and receivable invoices in system

6. Click Add.

7. Once you’ve selected the initial Data Source, specific fields related to your chosen data source will
appear.

8. To include a field in your report, select it from the left Available Fields section and drag and drop it
to the right Report Columns section.

9. You may continue to drag and drop available fields to your report columns as necessary. You may
either scroll through the list of Available Fields or use the search function to locate the desired
fields.

10. If you want to add another Data Source, you may click Add Data Source again and select another
option to display specific fields for that data source.

11. Some fields may have additional options that will pop up when selected and moved to the Report
Columns section.

https://insightsoftware.com/
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12. You may reorder the fields in the Report Columns section simply by dragging and dropping to
desired order.

13. Once a field is in the Report Columns section, it may be customized by changing the title,
alignment, size, and even color of the column.

14. You may further customize your report by specifying any grouping or sorting by clicking the gear
icon in the Structure field, which will open theGrouping and Sorting pop-up.

15. If you would like to freeze the first (or more) column(s), you may indicate that in the Freeze first
field.

https://insightsoftware.com/
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16. Name your custom report at the top of the workspace.

17. This is also where you can choose what to do next with your report.

l The globe icon permits all users to view this custom report.

l The save icon saves the custom report for it to be ran or edited at a later date.

l The duplicate icon saves a new report.

l The download icon will download the report to an Excel spreadsheet.

l The paperclip icon allows you to import an excel template for the report.

Advanced Custom Report Functions
If you would like to further customize your report, Real Estate Manager offers the ability to add filters,
manual calculations, and static columns.

Adding Filters to the Report
Fields simply add columns to the report, they do not implement any criteria that discriminate between
which asset (or contracts for example) should be displayed in the report. This is done by adding filters.
Filters serve the purpose of adding constraints to the report so that if you want to put only certain assets
or contracts into the report, it is possible.

1. Once you’ve selected a Data Source and chosen your desired fields, click the Add Filter button
within the Data Source box.

2. From the Filter drop-down, select the first row to filter on. The choices in the drop-down will include
all fields you’ve selected from the chosen data source.

https://insightsoftware.com/
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3. Click Add.

4. In the next pop-up, select the relevant values to filter for.

5. Click Save. The filter will be added to the Data Source box and will be applied when generating the
report.

Generate Custom Report with Cost Per Area for
Contract Data Source
1. Navigate to Reporting > Create New Report > Create New Custom Report to view the Custom

Report Builder.

2. Under Contract data source, update the Report Columns for the contract.

3. Enable Include Cost Per Area in the filter section.

4. Choose a standard unit (e.g., convert per Sq. M to per Sq. Ft) for conversion. It is optional.

https://insightsoftware.com/
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5. Click Confirm. A pop-up appears to select the report format.

6. Select the report format and clickGenerate.

7. InMy Jobs, download the output to view:

l Per Annum Cost

l Cost Per Area (Original Unit) — e.g., per acre

l Converted Cost Per Area— e.g., per square meter

8. Reports display Cost Per Area in a two-column format:

l A numeric value (e.g., 85.00)

l Ameasurement unit (e.g., per Sq. Ft, per Sq. M)

https://insightsoftware.com/
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9. The system automatically recalculates values when unit conversion is applied. This logic applies to
both individual and total costs for consistency.

Automated Email Delivery for Custom Reports
Real Estate Manager allows you to receive custom reports directly via email when they're completed,
eliminating the need to manually check back for finished reports. You can choose between automatic
email delivery with a simple one-click option or the traditional download process based on your
preferences. Completed reports are always available for download from the system regardless of your
chosen delivery method, providing flexible access to your generated reports.

To automate email delivery for custom reports, follow the below steps:

1. Log into Real Estate Manager and navigate to the Custom Reports section.

2. Locate the custom report you want to generate from the list.

3. Click the Email link next to the report name (this bypasses the report editor screen for faster
processing). The system automatically queues your report job with email delivery enabled.

4. You'll receive an email notification with:

l Appropriate subject line indicating the completed report.

l The report file as an attachment.

l Delivery to your registered email address.

5. You can also download the report from the job results page in the system or use the standard
download workflow.

https://insightsoftware.com/
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Choosing Your Delivery Method
For Email Delivery: Click Emailnext to any built-in custom report - the report will be automatically sent
to your email upon completion.

For Traditional Download: Click Export to use the existing download-only workflow - the report will be
available for download from the job results page.

Good to Know
n Your email address is automatically synchronized with your user profile and uses your

registered email address only. You cannot configure email delivery to other users' addresses. If
your email address changes, log back into the system to sync the update.

n Email delivery is currently available for custom reports only; standard reports continue to use
existing download workflows.

n Email jobs are processed in the same queue as regular report jobs. Failed or incomplete jobs
will not send emails. All successfully completed reports remain downloadable from the system,
regardless of email delivery method.

Adding Additional Data Sources
Additional data sources may be added to the report, such as asset contracts. These can be added when
you already have a data source selected, such as asset, added to the report. This is done by selecting
the data source button again which will give you options to add additional data sources. The additional
data source selected will feed off the already loaded data source, meaning that if you have initially
selected asset as your data source, asset contracts (the newly selected data source) will be related to
the previous source, hence in this case meaning that the contracts loaded into the reports will be related
to the user’s assets. Both data sources will now appear at the top of the workspace. As with the original
data source, new fields are available to add to the report and constraints/ filters can be applied to the
new data source.

Manual Calculation
Manual calculations may be performed on certain fields and then added to the report. These
calculations will be visible in the report as its own column.

1. Click the calculator icon in the top right corner of the Report Columns section.

2. In the pop-up, select which report column will be used by clicking Add column and choosing the
field from the available choices in the drop-down.

https://insightsoftware.com/
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3. In the Formula field, enter the simple calculation that will be used to generate this column. The
formula can include column values and the mathematical operators for multiplication, division,
addition, and subtraction. Parenthesis are supported.

4. For Aggregation, you may select to use the formula entered or a simple sum function.

5. Click Confirm.

6. You will see a new field calledManual Calculation. This name may be changed by clicking in the
name field and editing as necessary.

7. To make any changes to your formulas, click the gear icon to display the pop-up.

8. Once the report is exported to Excel, the calculation will be performed and appear in its own column.

Managing Standard Report Types
To simplify reporting and ensure consistency, 7 pre-configured standard report templates are available.
These templates include pre-selected fields that enable users to quickly analyze key areas such as
assets, contracts, vendors, portfolio performance, and payments.

The following are the available standard report types:

n Lease Accounting Significant Contract Report

n Contract Renewal Option Report

n Leased Asset Portfolio Report

n Owned Asset Portfolio Report

n Document Repository Report
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n Contract Clause Report

n Payment Review Report

For detailed information about each report, refer to the Standard Report Types section.

How to Use Standard Reports
Access Standard Reports
1. Log into Real Estate Manager and navigate to the Custom Reports section.

2. Standard reports are listed under Custom Reports and labeled as Standard Report Type.

Customize a Standard Report (Optional)
1. Click Edit next to the desired standard report.

2. Review the pre-selected fields designed to analyze the portfolio.

3. Add additional fields if needed

4. Click Save. Once saved, the customized report appears under Saved Reports Type with aGlobal
tag.

Generate and Share Reports
1. Click Export to run the report based on the selected filters.

2. Click Email to send the report directly via email.

3. Click Delete to delete the saved report type.

https://insightsoftware.com/
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Note: Delete option is available only for the saved or customized report types. The
standard report templates cannot be deleted.

Data Sources for Custom Reports
Data Source Description

Parent Data Source:
Asset

Asset location and Custom Fields for Assets

Asset Contract Contract information, including Contract definitions and costs

Asset Contractors Contractor roles and Certifications

Asset Costs Costs defined on Contracts and Invoices

Asset File Files uploaded for an Asset

Asset Invoices Information on Asset Invoices

Asset Invoice Costs Information in an Invoice Cost section

Asset Invoice Vendor Information about Vendors on Invoices

Asset Valuations Valuations added for the Asset

Parent Data Source:
Contract

Contract information and Custom Fields

Contract Asset Information about the Asset, including Custom Fields

Contract Clauses Clauses attached to the Contract

Contract File Files uploaded for a Contract

Contract Invoices Invoices related to a Contract

Contract Invoice Costs Cost information for Contract Invoices

Contract Invoices (row
filter)

Invoices related to Contracts with row filters of filter by contract invoice costs
and filter by contract invoices

Contract Leased Asset
Details

Information from leased assets specific to Lease Accounting Significant
contracts

Parent Data Source:
Invoice

Invoice information and Custom Fields

Invoice Costs Costs for an Invoice

Invoice Vendor Vendor Information for an Invoice

https://insightsoftware.com/
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Available Field Types

Icon Name Description

Multi-Line Field consumes multiple lines on the report.

Text Characters are text, including numeric.

Configurable Field requires you to specify certain definitions or requirements.

Numeric Numeric characters that can be used in calculations.

Checkbox Field is binomial and data consists of one of two choices.

Monetary Field is a monetary value.

Date Field is a date.

Available Fields by Data Source
Data Source: Asset

Address (Full) Currency Code Marketing for Sublease (Y/N)

Address City Current Index Measurement Field Test

Address Country
Date Assignment/Sublet
Requested

Method of Notice Comments

Address Country Code Division Multi-Tenant (Y/N)

Address Latitude Electrical Name

Address Line 1 Electrical – Comments Notes

Address Line 2
Elevator – Warranty Expiration
Date

Occupied (Y/N)

Address Longitude Elevator Repairs OPEX/CAMS Base Year

Address Postcode Entity OPEX/CAMS Comments

Address State Exposure (N/E/S/W) Ownership

Address State (Abbrv) Exterior Doors Parent Name

Approval Date Exterior Doors – Comments Parking Lot

Archive Date Fire Alarm (Y/N) Parking Lot – Comments

Area available for Sublease Fire Sprinklers (Y/N) Permission Required (Y/N)

Asset Files (List) Floors in Building Previous Index

Asset Files with Path (List) Floors Occupied Primary Use

Asset Owner Force Majeure Clause Exists Property Tax Comments
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Data Source: Asset

Asset Type Force Majeure Comments RE Comments

Asset User Foundations RE Status

Assignment/Sublet Lease
Reference

Foundations – Comments RE Strategy

Assignment/Sublet Primary
Contact

FTE Capacity Reference Number

Assignment/Sublet Project
Manager

FTE Headcount Rentable Area (Gross)

Assignment/Sublet Status Full Name Rentable Area UOM

Attached Contracts (List) Gross-up (Y/N) Request Made (Y/N)

Base Index HVAC – Warranty Expiration Date Return Date

Boiler – Warranty Expiration Date HVAC Maintenance Roof

Boiler Repairs HVAC Maintenance – Comments Roof – Comments

Building Area HVAC Repairs
Roof – Warranty Expiration
Date

Building Area UOM HVAC Replacement Roof Repairs

Business Unit HVAC Replacement – Comments Security Alarm (Y/N)

Child Assets – SQM (List) Index Base Date Security Guards (Y/N)

Co-Tenancy Index Type Status

Co-Tenancy – Comments Indexed Adjustment Date Subdivision

Co-Tenancy – Tenant List Land Area Tenant Default

Co-Tenancy Clause Exists Landlord Default Usable Area UOM

Common Areas Lease Abstracted By Usable Area (Net)

Common Areas – Comments Lease Fully Abstracted (Y/N) Year Build

Construction Type Lease Last Update Date Zoning

Currency Lease Reference

Data Source: Asset Contract

Approval Date Current – Selected Costs Next Option – End

Assignment/Sublet Lease
Reference

Current – Selected Costs –
Total

Next Option – Exercise End

Assignment/Sublet Project
Manager

Current – Selected Costs
P.A.

Next Option – Exercise Start

Assignment/Sublet Status
Current – Selected Costs
P.A. – Total

Next Option – Name

Audit Restriction Comments Current Index Next Option – Start

Base Index
Current Option Duration –
Months

Next Option Duration – Months

Break Clause Summary
Current option Duration –
Text

Next Option Duration – Text
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Data Source: Asset Contract

Break Cluse – Expands
Current Review – All Costs
P.A. – Total

Next Review – Costs (Expands)

Building Area
Current Review – Effective
Date

Next Review – Date

Commencement – All Costs P.A. –
Total

Current Review - Notes Next Review – Notes

Commencement – Other Costs
P.A. - Total

Current Review – Review
Date

Next Review – State

Commencement – Selected Costs Current Review – Type Next Review – Type

Commencement – Selected Costs
– Total

Current Term End Notes

Commencement – Selected Costs
P.A.

Current Term Start OPEX/CAMS Base Amount

Commencement – Selected Costs
P.A. – Total

Deadline to
dispute/audit/settle

OPEX/CAMS Base Year

Commencement Costs –
Summary

Description OPEX/CAMS Comments

Contract Absolute Duration –
Months

Gross-up (Y/N) Options – Expands

Contract Absolute Duration – Text Gross-up % Other Party

Contract Absolute Expiry Date Guarantees (Expands)
Percentage of area unoccupied by
tenant

Contract Commencement Date Historical Costs – Summary
Permission Required for
Assignment/Sublet (Y/N)

Contract Current Duration –
Months

HR Site ID Previous Index

Contract Current Duration – Text In Holdover Pro Rata Share %-Bldg

Contract Direction Index Base Date Pro Rata Share %-Site

Contract Expiry Date Index Type Property Tax Comments

Contract Files (List)
Indexed Adjustment
Comments

RE Comments

Contract Files with Path (List) Indexed Adjustment Date RE Status

Contract Liability Is Archived Reference Number

Contract Options Detail Lease Abstracted By
Request for Assignment/Sublet Made
(Y/N)

Contract Type
Lease Fully Abstracted
(Y/N)

Restrictions on who can perform
audit? (Y/N)

Contracting Party Lease Last Update Date Tax Base Amount

Contractor Lease Reference Tax Base Year

Currency
Lease Reviewed/Approved
By

Total Liability (ex Tax)
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Data Source: Asset Contract

Currency Code Liability End Total Liability (inc Tax)

Current – All Costs – Summary Liability Start Total Tax Liability

Current – Other Costs P.A. - Total Measurement Field Test Unoccupied Area

Data Source: Asset Contractors

Certifications - Expands Fully Certified?

Contractor – Expands Role Name

Data Source: Asset Costs

Category Currency Periodic Cost Total (Invoices)

Category is Gross? Group Periodic Costs (Contracted)

Cost Direction
Periodic Cost Total
(Contracts)

Periodic Costs (Invoiced)

Data Source: Asset
Valuations

Valuations

Data Source: Asset Invoice
Costs

Apportionment Splits Cost Category Tax Amount

Asset Cost Category Ledger Code Tax Jurisdiction

Asset Address Incurred End Date Tax Rate Multiplier

Asset Description Incurred Start Date Tax Rate Name

Base Amount Label Total Amount

Data Source: Asset Invoice
Vendor

Contact Short Name LA Roles Phone 1

Currencies Mobile Phone 2

Email Name

Fax Notes

Data Source: Asset Invoices

AP Export Status
Invoice Recurrence
Frequency

Payment Batch File Name

Cost Categories Invoice Recurrence Pattern Payment Batch Last Action Date

Currency Invoice Type
Payment Batch Last Action Performed By
User

Description Is Multi Asset
Payment Batch Last Action Performed By
Username

Invoice Date Linked Contract Payment Batch Last Action Type

Invoice Direction Notes Total Base (ex Tax)

Invoice Group Payee Code Total Tax (ex Tax)

Invoice Number Payment Batch Description Vendor
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Data Source: Asset Contractors

Approval Date
Current – Other Costs P.A. -
Total

Liability Start

Archive Date Current – Selected Costs Measurement Field Test

Assignment/Sublet Lease
Reference

Current – Selected Costs –
Total

Next Option – End

Assignment/Sublet Project
Manager

Current – Selected Costs P.A. Next Option – Exercise End

Assignment/Sublet Status
Current – Selected Costs P.A.
– Total

Next Option – Exercise Start

Audit Restriction Comments Current Index Next Option – Name

Available for Use Date
Current Option Duration –
Months

Next Option – Start

Base Index Current option Duration – Text Next Option Duration – Months

Break Clause Summary
Current Review – All Costs
P.A. – Total

Next Option Duration – Text

Break Clause – Expands
Current Review – Effective
Date

Next Review – Costs (Expands)

Data Source: Asset Costs

Category Currency Periodic Cost Total (Invoices)

Category is Gross? Group Periodic Costs (Contracted)

Cost Direction Periodic Cost Total (Contracts) Periodic Costs (Invoiced)

Data Source: Asset Valuations

Valuations

Data Source: Asset Invoice Costs

Apportionment Splits Cost Category Tax Amount

Asset Cost Category Ledger Code Tax Jurisdiction

Asset Address Incurred End Date Tax Rate Multiplier

Asset Description Incurred Start Date Tax Rate Name

Base Amount Label Total Amount

Data Source: Asset Invoice Vendor

Contact Short Name LA Roles Phone 1

Currencies Mobile Phone 2

Email Name

Fax Notes
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Data Source: Asset Invoices

AP Export Status
Invoice Recurrence
Frequency

Payment Batch File Name

Cost Categories Invoice Recurrence Pattern Payment Batch Last Action Date

Currency Invoice Type
Payment Batch Last Action Performed By
User

Description Is Multi Asset
Payment Batch Last Action Performed By
Username

Invoice Date Linked Contract Payment Batch Last Action Type

Invoice Direction Notes Total Base (ex Tax)

Invoice Group Payee Code Total Tax (ex Tax)

Invoice Number Payment Batch Description Vendor

Approval Date
Current – Other Costs P.A. -
Total

Liability Start

Archive Date Current – Selected Costs Measurement Field Test

Assignment/Sublet Lease
Reference

Current – Selected Costs –
Total

Next Option – End

Assignment/Sublet Project
Manager

Current – Selected Costs P.A. Next Option – Exercise End

Assignment/Sublet Status
Current – Selected Costs P.A.
– Total

Next Option – Exercise Start

Audit Restriction Comments Current Index Next Option – Name

Available for Use Date
Current Option Duration –
Months

Next Option – Start

Base Index Current option Duration – Text Next Option Duration – Months

Break Clause Summary
Current Review – All Costs
P.A. – Total

Next Option Duration – Text

Break Clause – Expands
Current Review – Effective
Date

Next Review – Costs (Expands)

Data Source: Contract

Building Area Current Review – Type Next Review – Date

Commencement – All Costs P.A. –
Total

Current Term End Next Review – Notes

Commencement – Other Costs
P.A. - Total

Current Term Start Next Review – State

Commencement – Selected Costs
Deadline to
dispute/audit/settle

Next Review – Type

Commencement – Selected Costs –
Total

Depreciation Start Date Notes

Commencement – Selected Costs
P.A.

Description OPEX/CAMS Base Amount
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Data Source: Contract

Commencement – Selected Costs
P.A. – Total

Effective Contract
Termination Date

OPEX/CAMS Base Year

Commencement Costs – Summary First Payment Date OPEX/CAMS Comments

Contract Absolute Duration –
Months

GL Code Options – Expands

Contract Absolute Duration – Text Gross-up (Y/N) Other Party

Contract Absolute Expiry Date Gross-up %
Percentage of area unoccupied by
tenant

Current Review - Notes Guarantees (Expands)
Permission Required for
Assignment/Sublet (Y/N)

Contract Commencement Date Historical Costs – Summary Previous Index

Contract Current Duration –
Months

HR Site ID Pro Rata Share %-Bldg

Contract Current Duration – Text In Holdover Pro Rata Share %-Site

Contract Direction Index Base Date Property Tax Comments

Contract Expiry Date Index Type RE Comments

Contract Files (List)
Indexed Adjustment
Comments

RE Status

Contract Files with Path (List) Indexed Adjustment Date Reference Number

Contract Liability Is Archived
Request for Assignment/Sublet Made
(Y/N)

Contract Options Detail Is Contract Terminated
Restrictions on who can perform
audit? (Y/N)

Contract Type LARR Status Tax Base Amount

Contracting Party Lease Abstracted By Tax Base Year

Contractor
Lease Accounting Contract
Type

Total Liability (ex Tax)

Cost Center
Lease Fully Abstracted
(Y/N)

Total Liability (inc Tax)

Currency Lease Last Update Date Total Tax Liability

Currency Code Lease Reference Unoccupied Area

Current – All Costs – Summary
Lease Reviewed/Approved
By

Current Review – Review Date Liability End

Data Source: Contract Asset

Address (Full) Division
Measurement Field
Test

Address City
Effective Contract
Termination Date

Method of Notice
Comments

Address Country Electrical Multi-Tenant (Y/N)
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Data Source: Contract Asset

Address Country Code
Electrical –
Comments

Name

Address Latitude
Elevator – Warranty
Expiration Date

Notes

Address Line 1 Elevator Repairs Occupied (Y/N)

Address Line 2 Entity
OPEX/CAMS Base
Year

Address Longitude Exposure (N/E/S/W)
OPEX/CAMS
Comments

Address Postcode Exterior Doors Ownership

Address State
Exterior Doors –
Comments

Parent Name

Address State (Abbrv) Fire Alarm (Y/N) Parking Lot

Approval Date Fire Sprinklers (Y/N)
Parking Lot –
Comments

Area available for Sublease Floors in Building
Permission Required
(Y/N)

Asset Files (List) Floors Occupied Previous Index

Asset Files with Path (List)
Force Majeure
Clause Exists

Primary Use

Asset Type
Force Majeure
Comments

Property Tax
Comments

Assignment/Sublet Lease Reference Foundations RE Comments

Assignment/Sublet Primary Contact
Foundations –
Comments

RE Status

Assignment/Sublet Project Manager FTE Capacity RE Strategy

Assignment/Sublet Status FTE Headcount Reference Number

Attached Contracts (List) Full Name
Rentable Area
(Gross)

Base Index Gross-up (Y/N) Rentable Area UOM

Boiler – Warranty Expiration Date
HVAC – Warranty
Expiration Date

Request Made (Y/N)

Boiler Repairs HVAC Maintenance Return Date

Building Area
HVAC Maintenance –
Comments

Roof

Building Area UOM HVAC Repairs Roof – Comments

Business Unit HVAC Replacement
Roof – Warranty
Expiration Date

Child Assets – SQM (List)
HVAC Replacement
– Comments

Roof Repairs

Co-Tenancy Index Base Date Security Alarm (Y/N)
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Data Source: Contract Asset

Co-Tenancy – Comments Index Type
Security Guards
(Y/N)

Co-Tenancy – Tenant List
Indexed Adjustment
Date

Status

Date Assignment/Sublet Requested
Is Contract
Terminated

Subdivision

Co-Tenancy Clause Exists Land Area Tenant Default

Common Areas Landlord Default Usable Area UOM

Common Areas – Comments Lease Abstracted By Usable Area (Net)

Construction Type
Lease Fully
Abstracted (Y/N)

Year Build

Currency
Lease Last Update
Date

Zoning

Currency Code Lease Reference

Current Index
Marketing for
Sublease (Y/N)

Data Source: Contract Clauses

Amendment Clause Text Interpretation Reason

Amendment Date Is Active Receivable From Contact

Amount Payable Latest Invoke Date Recorded At Utc

Amount Receivable Lease Page Number Recorded By User

Area Notes Reminder Date

Category Original Clause Text Section

Clause Outcome Triggered On

Comments Payable to Contact Year

Documents PDF Page Number

Earliest Invoke Date Percentage

Data Source: Contract Invoice Costs

Apportionment Splits Cost Category Tax Amount

Asset Cost Category Ledger Code Tax Jurisdiction

Asset Address Incurred End Date Tax Rate Multiplier

Asset Description Incurred Start Date Tax Rate Name

Base Amount Label Total Amount

Data Source: Contract Invoices

AP Export Status Invoice Number Payment Batch Description

Contact Short
Name

Invoice Recurrence
Frequency

Payment Batch File Name
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Data Source: Contract Invoices

Cost Categories Invoice Recurrence Pattern Payment Batch Last Action Date

Currencies Invoice Type Payment Batch Last Action Performed By User

Currency Is Multi Asset
Payment Batch Last Action Performed By
Username

Description LA Roles Payment Batch Last Action Type

Email Linked Contract Phone1

Fax Mobile Phone2

Invoice Date Name Total Base (ex Tax)

Invoice Direction Notes Total Tax (ex Tax)

Invoice Group Payee Code Vendor

Data Source: Contract Option

End Exercise Start Start

Exercise End Name Term Notes

Data Source: Contract Leased Asset Details

Asset Owner Business Unit Entity

Asset User Cost Center Fair Market Value

Available For Use Start Date Depreciation Start Date GLCode

Data Source: Invoices

AP Export Status
Invoice Recurrence
Frequency

Payment Batch Last Action Performed By
User

Cost Categories Invoice Recurrence Pattern
Payment Batch Last Action Performed By
Username

Currency Invoice Type Payment Batch Last Action Type

Description Is Multi Asset Phone1

GL Code Linked Contract Phone2

Invoice Date Notes Total Base (ex Tax)

Invoice Direction Payee Code Total Tax (ex Tax)

Invoice Group Payment Batch Description Vendor

Invoice Number Payment Batch File Name

Invoice Recurrence
Frequency

Payment Batch Last Action
Date

Data Source: Invoice Costs

Apportionment Splits Cost Category Tax Amount

Asset Cost Category Ledger Code Tax Jurisdiction

Asset Address Incurred End Date Tax Rate Multiplier
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Data Source: Invoice Costs

Asset Description Incurred Start Date Tax Rate Name

Base Amount Label Total Amount

Data Source: Invoice Vendor

Contact Short Name LA Roles Phone 1

Currencies Mobile Phone 2

Email Name

Fax Notes

Cost Reporting
Real Estate Manager (REM) provides comprehensive cost reporting capabilities that enable users to
analyze contract-related expenses throughout the entire contract life cycle. Custom reports offer flexible
analysis tools with multiple cost-related fields, allowing users to generate detailed financial insights
tailored to specific organizational needs.

The following are the four primary cost categories available under the Contracts data source in Custom
Reports:

n Commencement Costs – Initial costs entered at contract creation.

n Current Costs – Latest applicable costs based on system configuration.

n Next Reviews – Upcoming pending contract reviews.

n Contract Liability – Forecasted costs over specified periods.

For each cost category, the available fields and their purpose are explained below, helping in analyzing
contract costs and making informed financial decisions.

Commencement Costs
Commencement Costs refer to the initial costs entered when a contract is first created in REM. These
costs represent the financial commitments at the start of the contract and are distinct from any
subsequent updates.
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Available Fields
n All Cost Per Annum Total – Total annualized amount of all commencement costs.

n Other Cost Per Annum Total – Annualized total of non-selected cost categories based on
user filters.

n Selected Cost – Commencement costs matching user-selected filters, with optional frequency
display.

n Selected Cost Total – Total of all selected commencement costs.

n Selected Cost Per Annum – Annualized version of selected commencement costs (e.g.,
$1,000/month = $12,000/year).

n Selected Cost Per Annum Total – Total annualized cost of selected commencement costs.

n Summary – High-level overview of all commencement cost fields.

Current Costs
Current Costs represent the latest applicable costs in a contract, determined by a system configuration
setting. If the configuration is set to True, REM displays the last actioned cost, even if the effective date
is in the future. If set to False, the system displays only the last actioned cost with an effective date
before today. Setting this configuration to False is recommended to ensure the Current Cost section
reflects the cost actively in effect.

Setting Under System Configurations
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Available Fields
n All Cost Per Annum Total – Total annualized amount of all current costs.

n Other Cost Per Annum Total – Annualized total of non-selected cost categories based on
user filters.

n Selected Cost – Current costs matching user-selected filters, with optional frequency display.

n Selected Cost Total – Total of all selected current costs.

n Selected Cost Per Annum – Annualized version of selected costs with optional cost per area
display.

n Selected Cost Per Annum Total – Total annualized cost of selected current costs.

n Summary – High-level overview of all current cost fields.

Next Reviews
Next Review fields provide information about upcoming contract reviews that are still in a pending state.
These fields are useful for identifying reviews that have not yet been actioned. If a review has already
been actioned, these fields will not display any data.
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Available Fields
n Costs – List of costs associated with the pending review.

n Date – Scheduled date for the next review.

n Notes – Any notes entered related to the review.

n State – Status of the review (e.g., Pending).

n Type – Type of review (Fixed Amount, CPI, Market).

Contract Liability
The Contract Liability field provides a forecasted cost view over a specified period. When selected, a
modal dialog allows users to configure the report by choosing a start date, breakdown interval (monthly,
quarterly, yearly), and number of intervals. Users can also assume all renewal options are exercised
and all pending reviews are actioned for projection purposes. Additional filters include cost categories,
payment frequency, and receivable/ payable cost details.

This report helps users analyze cost trends over time and model scenarios for robust financial planning.
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Available Fields
n Start Date - The date from which the liability calculation or report begins.

n Fit to Contracts – Always select Full fit to match with the contract term and projections.

n Breakdown Interval - Defines how the liability data is segmented in the report.

n Nominal Intervals – Always set it to 1.

n Projection - If checked, the report assumes that renewal option is exercised for the purpose of
calculation of contract liability.

n Action these review types - Specifies which contract review actions should be considered in
the projection.

n Cost Categories - Filters which cost category is included in the liability report.

n Additional Columns:
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o Include 'other' costs- Adds non select cost categories and display in a different column.
o Include tax- Adds tax amounts.
o Include payment frequency- Shows how often payments occur.
o Include interval totals- Displays totals for each interval (checked in screenshot).
o Show N.E.R once only- Adding Net Equivalent Ratio as an additional column for cost

analysis.
o Receivable costs are negative- Indicates receivable amounts should appear as negative

values.

Standard Report Types
Standard reports in Real Estate Manager serve as essential tools for managing property portfolios
efficiently. These reports enable users to monitor contracts, track financial obligations, ensure
compliance with accounting standards, and maintain proper documentation throughout the lease
lifecycle. Each report addresses specific business needs and can be customized to meet organizational
requirements.

The following are the standard reports available:

n Payment Review Report- Identifies invoices due within a specified period to support timely
payment processing. Enables users to perform pre-payment checks to ensure accurate
payments to landlords and vendors.

n Lease Accounting Significant Contract Report- Provides synchronization status of
contracts. Reports contracts that are rejected by real estate or accounting users, contracts not
synchronized with the accounting application, enabling users to take appropriate action as
needed.

n Lease Asset Portfolio Report- Provides a snapshot of all leased assets and contracts,
including term details, current costs, asset locations, and contract status such as archived,
expired, or terminated. Users can apply filters to analyze data by location, cost categories, or
contract status. Supports financial and operational planning by enabling targeted review of
active and historical lease records.

n Owned Asset Portfolio Report- Provides a snapshot of all owned assets and contracts,
including term details, current costs, asset locations, and contract status such as archived,
expired, or terminated. Users can apply filters to analyze data by location, cost categories, or
contract status. Supports financial and operational planning by enabling targeted review of
active and historical owned assets.

n Document Repository Report- Provides a centralized view of all files linked to assets and
contracts. Supports filtering by file type and tracking expiry dates to assist with document audits
and compliance.
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n Contract Renewal Option Report- Tracks renewal options for active lease contracts,
including option periods, exercise windows, and likelihood of extension. Supports proactive
lease management by identifying contracts requiring renewal discussions.

n Contract Clause Report- Provides a centralized view of all clauses linked to lease contracts.
Enables users to review, manage, and track contractual clauses to support compliance,
negotiation, and operational awareness.

Payment Review Report or Invoice Due Report
The Invoice Due Report is designed to help users identify all invoices that are due within a specified time
frame. It supports proactive payment planning by listing invoices that require attention using the REM
Payment functionality. This report is particularly useful for validating invoice data before initiating
payment runs to landlords or vendors.

How to Use the Report
Follow these steps to generate and analyze the Invoice Due Report:

1. Navigate to the Reports section in Real Estate Manager.

2. Select Invoice Due Report from the list of available reports.

3. Apply filters to refine the data by vendor, cost category, date range, or lease accounting sync status.

4. Review the filtered report to analyze costs and identify due invoices.

5. Use the insights to prepare for payment processing.

6. Export the report to Excel for further analysis or sharing with stakeholders.

Field Definitions

Field Name Description

Asset The asset associated with the invoice.

Currency The currency in which the invoice is issued.

Asset Address The address of the asset associated with the invoice.
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Field Name Description

Linked Contract Lease Account Contract associated with the invoice.

Description A brief explanation of the invoice.

Invoice Direction Indicates whether the invoice is incoming or outgoing.

Invoice Date The date the invoice was issued.

Invoice Number A unique identifier for the invoice.

Incurred Start Date The start date of the cost period.

Incurred End Date The end date of the cost period.

Invoice Group The group or category the invoice belongs to.

Invoice Recurrence Frequency How often the invoice recurs (e.g., monthly, quarterly).

Invoice Recurrence Pattern The pattern followed by recurring invoices.

Notes Additional comments or remarks.

Cost Category Classification of the cost (e.g., maintenance, utilities).

Base Amount The base amount of the invoice before taxes.

Tax Amount The tax amount applied to the invoice.

Vendor The vendor to whom the payment is due.

Payment Batch File Name The name of the batch file used for payment.

Payment Batch Description A description of the payment batch.

AP Export Status The status of the invoice export to accounts payable.

Payee Code The vendor code used for payment.

Linked Contract Lease Accounting Readiness Indicates status of contract synchronization.
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Customization Tips
Users can tailor the Invoice Due Report to their needs by:

n Adding or removing fields to focus on relevant invoice data.

n Applying filters to view invoices by vendor, cost category, or date range.

n Saving filtered views for quick access in future sessions.

n Using Excel export to create charts or pivot tables for deeper analysis.

Lease Accounting Significant Contract Report or
Contract Sync Status Report
This report is designed to help users review contracts that are linked with Lease Accounting Manager
(LAM) and require synchronization between Real Estate Manager (REM) and LAM.

The main purpose of this report is to identify contracts that need attention based on their lease
accounting synchronization status. Real estate and accounting teams typically use it to ensure contract
data is properly reviewed, approved, and synchronized.

Sync Status Definitions
n No Lease Accounting Readiness Review: The user needs to perform lease accounting

readiness review. After this, the contract will be available for approval and synchronization.

n Pending Real Estate Approval: REM user needs to approve the initial setup of the contract or
any changes made to the contract.

https://insightsoftware.com/


52

n Approved by Real Estate: Contract is available to be synchronized with Lease Accounting
Manager.

n Pending Account Approval: Contract is synchronized with LAM but not booked and
approved by LAM user.

n Synchronized: The contract is synchronized. No further action needed.

n Rejected by Accounting: The contract is rejected by accounting team in Lease Accounting
Manager. REM user needs to check with accounting team for the reasons for rejection and
reperform the actions in REM and synchronize the contract again with LAM.

n Rejected by Real Estate: The contract is rejected by real estate approver. REM user needs to
check with Real Estate Approver to understand the reasons for rejection and reperform the
actions in REM and synchronize the contract again with LAM.

How to Use the Feature
Follow these steps to use the Contract Sync Status Report:

1. Navigate to the Reports section in Real Estate Manager.

2. Select Contract Sync Status Report from the available report options.

3. Use filters to narrow down contracts by asset, country, state, or readiness status.

4. Review all rejected contracts and prioritize them for follow-up.

5. Review contracts needing action from accounting.

6. Review contracts set up in REM but not yet synced with LAM.

7. Export the report to Excel for further analysis or sharing.

Field Definitions

Field Name Description

Contract Asset: Name Name of the asset associated with the contract.

Contract Asset: Reference Number Unique identifier for the asset.

Contract: Reference Number Unique identifier for the contract.

Contract Asset: Address State State where the asset is located.

Contract Asset: Address Country Country where the asset is located.

Contract: Contract Commencement Date Start date of the contract.
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Field Name Description

Contract: Contract Expiry Date End date of the contract.

Contract: Lease Accounting Readiness Status of the contract's readiness for lease accounting.

Customization Tips
Users can customize the Contract Sync Status Report by:

n Applying filters to view contracts by country, state, readiness status, or termination status.

n Saving filtered views to the report if needed.

n Reviewing contracts rejected by either accounting or real estate approvers and correcting them
in REM before re-synchronizing with LAM.

n Ensuring all readiness reviews are completed before attempting synchronization.

Note: Blank Lease Accounting Significant Status indicates the contract type does not require
synchronization with the Lease Accounting Manager.

Lease and Owned Asset Portfolio Reports
The Asset Portfolio Report in Real Estate Manager helps users view and manage all properties and their
related contracts in one place. It shows important details such as where each asset is located, who owns
it, and the status of its lease or contract. This report is useful for tracking active and archived assets,
understanding financial commitments, and planning for contract renewals or terminations.

The report includes two types of information:
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n Asset Information: Details about each property, such as name, location, ownership, and
whether it's archived.

n Contract Information: Details about the lease or contract linked to each asset, including start
and end dates, costs, and termination status.

How to Use This Report
1. Review asset status to see which properties are active or archived.

2. Check contract dates to plan renewals or monitor upcoming expiries.

3. Track financials like annual costs and currency to manage budgets.

4. Filter by location or ownership to focus on specific regions or business units.

5. Add more fields if needed to customize the report for team needs.

6. Users can also export the report or apply filters to narrow down the data based on specific goals.

Field Definitions

Field Name Description

Asset: Full Name The name of the property.

Asset: Reference Number Unique ID for the asset.

Asset Contract: Is Archived Shows if the asset is archived.

Asset: Archived Date Date when the asset was archived.

Asset: Address Country Country where the asset is located.

Asset: Address State State or region of the asset.

Asset: Address City City where the asset is located.

Asset: Entity Business unit or entity that owns the asset.

Asset: Ownership Ownership type or structure.

Asset Contract: Reference Number Unique ID for the contract.

Asset Contract: Lease Accounting Contract Type Type of lease for accounting purposes.

Asset Contract: Lease Accounting Review Status Status of lease accounting review.

Asset Contract: Currency Currency used in the contract.

Asset Contract: Contractor Name of the contractor or service provider.
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Field Name Description

Asset Contract: Contract Direction
Indicates if the contract is incoming or

outgoing.

Asset Contract: Commencement Selected Costs P.A Annual cost at the start of the contract.

Asset Contract: Commencement Selected Costs P.A

Total
Total annual cost across all selected items.

Asset Contract: Commencement Date Start date of the contract.

Asset Contract: Expiry Date End date of the contract.

Contract: Absolute Expiry Date Final expiry date, including any extensions.

Contract: Is Terminated Shows if the contract has been terminated.

Contract: Effective Termination Date Date when the termination took effect.
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Best Practices
n Reviewing the Current Portfolio: View all active assets and their associated contracts by

filtering Asset Contract: Is Archived = No. This helps users understand which properties are
currently managed.

n Reviewing the Cost for the Portfolio: Analyze current financial commitments and compare
properties using fields like Commencement Selected Costs P.A and Commencement
Selected Costs P.A Total. Filter by currency or entity for budget planning.

n Reviewing Contracts Expiring Soon: Identify contracts nearing their end by sorting or
filtering 'Asset Contract: Expiry Date' or 'Contract: Absolute Expiry Date' within the next 3–6
months.

n Using Asset Status to Identify Archived Contracts: Audit historical or inactive assets by
filtering 'Asset Contract: Is Archived = Yes' and reviewing 'Archived Date'.

n Identifying Terminated Contracts: Track contracts that have been ended early or completed
by filtering 'Contract: Is Terminated = Yes' and reviewing 'Effective Termination Date'.

n Comparing Cost Based on Location: Benchmark costs across regions or cities using
Address Country, Address State, and Address City in combination with cost fields.

Document Repository Report
The Document Repository Report provides a centralized view of all documents uploaded to the system
and linked to assets or contracts. It helps users identify contracts or assets missing supporting
documentation, maintain a complete audit trail, and track document lifecycle events such as expiry. This
report supports operational, legal, and compliance workflows by ensuring data completeness and
accessibility.
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How to Use the Report
Follow these steps to access and use the Document Repository Report:

1. Navigate to the Reports section in Real Estate Manager.

2. Select Document Repository Report.

3. Apply filters to narrow down by asset name, contract number, upload date, expiry date, or content
type.

4. Review the report to identify missing documents and validate contract metadata.

5. Export the report to Excel for further analysis or sharing.

Field Definitions

Field Name Description

Asset The name of the asset.

Asset: Reference Number A unique identifier for the asset.

Asset Contract: Contract Number / Reference

Number
The reference number for the asset contract.

Asset: Entity The entity associated with the asset.

Asset Contract(s): Contract Comments Comments related to the asset contract(s).

Asset Contract(s): Contract Display Date The date when the contract is displayed.

Asset File(s): File Name The name of the file associated with the asset.

Asset Contract(s): Content Type ID Identifier for the type of content in the contract.

Asset File(s): Upload Date The date when the file was uploaded.

Asset File(s): Expiry Date
The expiration date of the file associated with the

asset.

Asset File(s): Extension The file extension (e.g., .pdf, .docx).
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Best Practices
n Use filters to find contracts with no associated files. These may need supporting documentation

uploaded.

n Sort by expiry date to identify documents nearing expiration.

n Use Content Type ID to categorize documents (e.g., lease agreements, insurance certificates).

n Review Contract Comments for negotiation notes or special terms.

n Validate file formats using the Extension field to ensure compliance.

Contract Renewal Option Report
The Contract Renewal Option Report is designed to help lessee users and accounting teams track
renewal options across lease contracts. It provides visibility into:

n Renewal option details and timelines.

n Whether options are exercised or not.

n Whether options are reasonably certain to be exercised (for accounting purposes).

n Key contract and asset metadata to support renewal planning and landlord discussions.

This report supports proactive lease management by identifying contracts that require attention from a
term renewal perspective.

The report has already filtered out terminated and archived contracts to focus on active leases.
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How to Use the Report
The users can perform the following:

1. Review option start/end dates and exercise windows.

2. Assess the state of each option to determine renewal likelihood.

3. Use notes to capture communication status or internal decisions.

4. Share the report with the accounting team, especially if using the REM–Lease Accounting Manager
synchronization feature.

5. Viewmultiple options per contract in one consolidated report.

6. To find Month-to-Month contracts, filter for records where the Contract Option End Date is blank.
A blank end date indicates that the contract is continuing without a fixed renewal term, which is
typical of MTM arrangements.

Field Definitions

Field Name Description

Contract: Reference

Number
Unique identifier for the contract.

Contract: Contractor Vendor or contractor associated with the contract.

Contract: Contract

Commencement Date
Start date of the contract.

Contract: Is Contract

Terminated
Indicates if the contract has been terminated.

Contract: Contract

Expiry Date
End date of the current exercised term.

Contract Absolute

Expiry Date

Refers to the final possible end date of a contract, including all renewal

options, even if those options have not yet been exercised.

Contract Option: Name Name or label of the renewal option.

Contract Option: Start Start date of the renewal option term.

Contract Option: End End date of the renewal option term.

Contract Option:

Exercise Start
Date from which the option can be exercised.
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Field Name Description

Contract Option:

Exercise End
Last date by which the option must be exercised.

Contract Option:

Term/Option State

Indicates if the option is exercised, not exercised, or reasonably certain to be

exercised.

Contract Option: Term

Notes

Notes field for capturing internal comments or communication status (e.g.,

landlord discussions).

Limitations
n There is no dedicated field to track whether the option has been formally communicated to the

landlord. Use the Term Notes field for this purpose.

n Financial impact of exercising the option (e.g., post-renewal cost) is not available in this report.

Note: All renewal options linked to a contract are listed, allowing users to review multiple
options in one view.

Best Practices
n Portfolio Planning: Filter contracts with options expiring in the next 6 months to prepare for

renewals.

n Accounting Sync: Share contracts marked 'Reasonably Certain To Be Exercised' with
accounting for lease liability updates.
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n Landlord Follow-up: Use 'Option Notes' to track communication status and follow-up
actions.
o Consider using custom fields or tagging in 'Option Notes' to track landlord communication

milestones (e.g., 'Notice Sent', 'Awaiting Response').
o Financial impact of renewal options is not included; use complementary reports for cost

analysis.
o Ensure all relevant options are reviewed, especially those marked as 'Pending' or

'Reasonably Certain'.

Contract Clause Report
The Clauses Report provides users with a centralized view of all clauses linked to lease contracts in
REM. It allows users to review, manage, and track contractual clauses in one place, supporting better
compliance, negotiation, and operational awareness.

How to Use the Report
1. Renewal & Negotiation Preparation: Identify key terms (e.g., break clauses, rent review clauses)

before entering renewal discussions with landlords.

2. Compliance Monitoring: Ensure that critical obligations (e.g., maintenance, insurance, termination
rights) are being tracked and followed.

3. Portfolio-Wide Clause Analysis: Compare clause types and terms across multiple contracts to
identify trends, risks, or inconsistencies.

4. Operational Planning: Use clause data to inform property management, budgeting, and risk
mitigation strategies.

Field Definitions

Field Name Description

Contract: Reference Number Unique identifier for the contract.

Contract: Contractor Vendor or contractor associated with the contract.

Contract: Is Contract Terminated Indicates whether the contract has been terminated.

Contract Clauses: Category Classification of the clause (e.g., financial, legal, operational).

Contract Clauses: Clause Title or name of the clause.

Contract Clauses: Original Clause Text The original wording of the clause as written in the contract.

Contract Clauses: Interpretation
Explanation or summary of what the clause means in practical

terms.

Contract Clauses: Notes Additional notes or comments related to the clause.
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Field Name Description

Contract Clauses: Document
Reference to the document where the clause is located or

attached.

Contract Clauses: Comments User-entered comments or feedback about the clause.

Contract Clauses: Amendment Date Date when the clause was last amended.

Contract Clauses: Amendment Clause

Text
Updated wording of the clause after amendment.

Contract Clauses: Triggered On
Date or condition when the clause was triggered or became

active.

Best Practices
n Use filters to search clauses by category, amendment date, or triggered status.

n Track clause lifecycle by reviewing 'Amendment Date' and 'Amendment Clause Text'.

n Use 'Interpretation' to standardize understanding across teams.

n Consider tagging high-risk clauses (e.g., indemnities, termination rights) for legal review.
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Version Summary
Version Changes/Updates Date

21R4 Guide created. Reporting broken out from larger guide. 01/24/2022

23R1 Added Custom Report Fields by Data Source table. 12/28/2022

23R3
Removed all reference to REM. Added Data Source for Contract Leased Asset
Details and relevant field names.

08/07/2023

24R1.1 Added two custom fields to table. 02/28/2024

24R2.2
Added two custom fields to table (First Lease Payment and Lease Accounting
Contract Type)

07/19/2024
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