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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.com makes 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.
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Master Data and the Administration
Workspace

Introduction

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

6 B o ® o e ® ° o ° ®
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The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.

Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.
Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.
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Management Tiles Description

Defines your business structure along with the associated accounting

Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.

Bulk One-time Invoices
Uploads one-time payable invoices in bulk.

Upload
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Cost Categories

A Cost Category is the type of cost associated with managing or leasing an asset. For example, a Cost
Category can be a receivable for a lease payment from a lessee or a payable for utilities for the leased
space. One asset can have multiple Cost Categories related to receivable and payables. One default
Cost Category, Rent, is provided with Real Estate Manager.

[ o Note: Cost Categories must be defined before a contract can be entered.

'[I;he Administration Workspace and Master
ata

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

Administration

The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.
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Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.
Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.
. Defines your business structure along with the associated accounting
Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.

Bulk One-time Invoices
Uploads one-time payable invoices in bulk.
Upload

Cost Category Workspace

The Cost Categories workspace includes two tabs as described in the table below. The data fields for
both tabs are identical.

Cost Categories Tab Description

Payable Costs that you pay.

Receivable Costs for which you receive payment.

Adding a Cost Category and Custom Field
Group

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Cost Categories tile and the workspace opens.

'S

Cost Categories

3. Select the appropriate tab:

a. Payable — Cost Categories that you pay.

b. Receivable — Cost Categories for which you receive payment.

[ o Note: Data for the Payable and Receivable tabs are identical.
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5. From the Group drop-down, select the type of Cost you are adding. Existing Groups display.
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Manage Cost Categories

Agmegtrgtion = Cost Catbgones

) Pieasa complets the cost category detads
% ok fiids arn requires

MNama:

Group: Fees
Description:

Is Gross:

Ledgar Coda:

Ordaring [}

Category is Lease
Accounting Sagnecant

]
Category Fields

Paysble | Recers e
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In the Name field, enter the name of the Cost Category you are adding.

3) Please complete the cost category details.
Bold fields are required.

Name: |

Group: Rent
Description: [

Is Gross: O

Ledger Code: |

Ordering: ’70

Category is Lease U
Accounting Significant:

Note: You can begin to enter characters for the Group you want to add and the existing
Groups that match display for selection.

Please select an option *
Q
Insurance

Miscellaneous
Operating Expenses
Rent

Services

Taxes

6. To add a new Group, enter the name of the new Group and click the Add and select? link. A new

Group is created for the Group name you entered.
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15.

16.
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Please select an option

Char

No matches found.
Add and select?

In the Description field, enter information you want to display about the Cost Category.

Click the Is Gross checkbox to indicate that the costs associated with it are the total amounts and
not net of any deductions.

In the Ledger Code field, enter an accounting code or enter N/A.

[ o Note: Ledger Code is a required field and must have information entered.

In the Ordering field, enter a number that indicates the order in which the Cost Category will display
in the list of Cost Categories. If you enter a 1, the Cost Category will display at the top of the list.

The Category is Lease Accounting Significant checkbox is used to indicate whether data associated
with a lease is transferred to another system because it meets the accounting criteria for recording
the associated asset on the balance sheet.

To indicate that the costs for this Cost Category are associated with an asset that must be

accounted for under ASC 842 or IFRS 16, click the Category is Lease Accounting Significant
checkbox.

Category is Lease
Accounting Significant:

Custom fields are organized into Custom Field Groups.

To create the first Custom Field Group, click the link here.

'-’) No custom field groups have been added for this asset type. Click here to add one now

In the Add New Custom Field Group pop-up, enter a label for the Custom Field Group in the New
Group Caption field.

New Group Caption:

Click Okay.

insightsoftware.com
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17. After the first Custom Field Group has been added, Add New Group and Select Custom Fields in
Groups display to allow you to add more Custom Field Groups or associated Custom Fields with

each Custom Field Group.

Owned Garage  Leased Garage Mixed Ownership (Garage)

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Crag and drop rows: within and between groups to establish fleld crdering.

Click the “ 4 * to add, edit, and remove custom fieids, and to select which fieids a group contains, Click “Save® ta save all changes.

Acd New Group Select Custom Fields In Groups @

- MonthlyFees{egity  orderng:1|
Data Type Required Aiow Hltite Default Vaiue [ actions |

Save Changes

18. Click Save Changes.
19. To create additional Groups, repeat steps 14-18.

20. After entering data in all relevant fields, click Save. The Group displays on the Cost Categories
workspace.

Editing a Cost Category

After you create a Cost Category, you can edit any data field associated with it.

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Cost Categories Tile. The Cost Categories workspace opens and displays the Cost
Categories that you have defined.

Manage Cost Categories

ameilepien = Cont Ctpgeres
Category Mame Growp Catagory Dascription Gross /et Leass Accounting Ssgnificance Ladger Coda Actions
Base Rent Rent Base Rent Gress Sigeaficant 0 Egit Dot

Insurance Irsurance Insurance [
Hanagement Fee Fees Management Fees Gross

3. To edit a Cost Category, click the Edit link in the row for the Cost Category you want to edit.
4. Update any fields as necessary.

5. Click Save. The updated data is saved.

Note: If you don’t want to save your changes, click Back or navigate to another
workspace.

Deleting a Cost Category

You can also delete a Cost Category except a Cost Category that is bound to contracts, contract
reviews, or invoices.
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1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Cost Categories Tile. The Cost Categories workspace opens and displays the Cost
Categories that you have defined.

a Manage Cost Categories

Admgteption > Cor Chtpgeres
Category Mame Growp Catagory Dascription Gross/Net Laass Accounting Sigaificance Ladger Coda Actions
Base Rent Rent Base Rent Gress Sigeacant 0 Esit Deiete
Irsurance Irsurance nsurance Gress o Bt Dotety
Management Fee Fees Managerment Fees Gress 0 g4 Qeiste

3. Todelete a Cost Category, click the Delete link. The Delete Cost Category pop-up opens.

Note: You cannot delete a Cost Category that is bound to contracts, contract reviews, or
invoices.

Delete Cost Category x

Are you sure you want to delete this cost category? This action is
permanent and cannot be rolled back

Okay Cancel

A4

4. Click Okay to delete the Cost Category. The Cost Category is removed.
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Maintaining Asset Types

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout Real Estate Manager.

Master Data and the Administration Workspace

Introduction

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

6 B o ® o e ® ° o ° ®
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The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.
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Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.
Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.
. Defines your business structure along with the associated accounting
Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.

Bulk One-time Invoices
Uploads one-time payable invoices in bulk.
Upload

Note: Each Asset Type is associated with an ownership status: Owned, Leased, or Mixed
Ownership. The Asset Type must be configured for each type of ownership if appropriate.

Assets are grouped by type to help you manage your portfolio. Asset Types are managed in the Asset
Types workspace and can be added, edited, and deleted. Asset Types can be configured to include
selected Custom Fields, required Compliance ltems, and the tabs that display for Assets.

Asset Types Workspace

The Asset Types workspace allows you to create and maintain Asset Types within which you can
organize assets to organize your portfolio.

ZleaseAccelerator

tﬁ ACME Building (st rame) (swste

Agset Types > 'WCME Building’

Owned ACME Building Leased acME Buildng  Mixed

o [ACME Building}
l Conbigors Custorm Fieids |EORRSRIND| v AsttTabs y | 0 Of PR | W et SUP TR, _
& twoen groups to e crisariny

Group 1 (edit) Ordering: 1
Data Type Actions
YesNo Mo No - not set - £08 | remove
YesNo No No nct set ot | (emave
Group 2 (edit) _ Ordering: 2
Data Type Required Allow Hultiple Actions

Asset Types Tabs Description

Configure Custom

Fields Associates specific data fields with an Asset Type.
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Asset Types Tabs Description

. Defines compliance actions and a schedule for completion of the compliance
Compliance .
action.
Asset Tabs Defines the tabs that display for authorized users for the Asset Type.
Default Folder Sets up a folder structure for documents.
Structure
Defines product categories (asset classes) that are associated with an Asset
Product Category Type

Adding an Asset Type and Custom Field
Groups

o Note: You cannot add Custom Fields to an Asset Type until you create at least one Custom
Field Group.

On the Asset Types workspace, the custom fields for the Asset Type are organized into Custom Field
Groups you create.

1. From the Top NavBar, select Administration. The Administration workspace opens.

i

Asset Types

2. Click the Asset Types tile and the workspace opens.

+

Add New

3. Click the Add New tile and the Add New Asset Type pop-up opens.

Name: [ |

Icon: Choose Icon

Save Cancel

4. Inthe Name field, enter the name of the Asset Type you are adding.
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5. Click Choose Icon and from the Choose Asset Type Icon pop-up, select an icon to display on the
Asset Types workspace and click Select.

6. From the Add New Asset Type pop-up, click Save. The workspace for the new Asset Type opens to
allow you to configure the ownership and define Custom Field Groups.

7. All Asset Types are defined based on one of the following three ownership status definitions:
a. Owned — Asset you own

b. Leased— Asset you lease
c. Mixed Ownership — Asset that you partly own and also partly lease

Asset Types > 'Garage'

Owned Garage Leased Garage Mixed Ownership (Garage)
8. To define ownership status, click the Owned, Leased, or Mixed Ownership link as appropriate. The
selected ownership status displays in text and not as a link after selection.

9. Custom fields are organized into Custom Field Groups. To create the first custom field Group, click
the here link.

| ,?) No custom field groups have been added for this asset type. Click here to add one now

Add New Custom Field Group x
1 i

New Group Caption:

Cancel

A4

10. Inthe Add New Custom Field Group pop-up, enter a label for the Custom Field Group in the New
Group Caption field.

11. Click Okay.

insightsoftware.com
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owned Garage  Leased Garage  Mixed Ownership (Garage)

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Crag and drop rows: within and between groups to establish fleld crdering.
L)

Click the *4gF * to add, edit, and remove custom fields, and to select which flelds a group contains, Click “Save” ta save all changes,

Acd New Group Select Custom Fields In Groups @

Monthly Fees (edit) Ordesing: 1
Riow waitipie Defauitvaive

Save Changes

After the first Custom Field Group has been added, the Add New Group and Select Custom Fields

in Groups buttons display to allow you to add more Custom Field Groups or associated Custom
Fields with each Custom Field Group.

Click Save Changes.
To create additional Groups, repeat steps 12-16.

Click Save Changes. You can now begin to associate Custom Fields with each Custom Field
Group.

Editing an Asset Type

After an Asset Type is created, you can edit the name of the Asset Type, change the icon for the Asset
Type, or delete the Asset Type.

1.

2.

From the Top NavBar, select Administration. The Administration workspace opens.

Click the Asset Types tile and then click the tile for the Asset Type you want to rename and the
Asset Types workspace opens.

a Garage (edit name) (delete)
PARKING

Asset Types > 'Garage'

Click the edit name link next to the Asset Type Group you want to rename.

il Edit Asset Type Name and Icon x |

|
Name: |parking Garage |

Icon: g Choose Icon

| Save Cancel |
| a

In the Edit Asset Type Name and Icon pop-up, enter a new Asset Type name in the Name field.
To select a new icon, click Choose Icon.

Select a new icon from the Choose Asset Type Icon pop-up.
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7. Click Select. The new icon displays for the Asset Type.

8. From the Edit Type Asset Name and Icon pop-up, click Save to rename or change the icon for the
Asset Type.

Deleting an Asset Type with No Asset
Assigned to It

Note: An Asset Type that has at least one Asset assigned to it cannot be deleted until the
Asset is deleted.

After an Asset Type is created, you can delete it unless there are Assets assigned to the Asset Type.
When Assets are assigned to the Asset Type, you must first delete the Asset before you can delete the

Asset Type.

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Asset Types tile and then click the tile for the Asset Type you want to delete and the Asset
Types workspace opens.

Q Garage (edit name) (delete)

Asset Types > 'Garage'

3. Click the delete link next to the Asset Type Group you want to delete. The Asset Type is deleted
along with all associated Custom Data Fields defined.

Note: An Asset Type with an Asset assigned to it cannot be deleted without first deleting
the assigned asset.

Editing a Custom Fields Group

1. From the Top NavBar, select Administration. The Administration workspace opens. Click the
Asset Types tile.

‘t‘,:ﬁ Office Building (editname) (delete)

Asset Types > "Office Building'

Owned Office Building Leased Office Building Mixed ownership (Office Building)

2. Click the Asset Type you want to edit and the Asset Types workspace opens. Click the appropriate
Owned, Leased, or Mixed Ownership link.
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Edit Custom Field Group x

|
Label |I\v‘lc>nthI\.r Fees
Visible O

Show as Tab O

Remove Group Cancel

4

3. Click the edit link next to the Custom Field Group you want to edit. The Edit Custom Field Group
pop-up opens.

4. In the label field, edit the name of the Custom Field Group.
5. Click the Visible checkbox to display the Custom Field Group on the Asset.
6. Click the Show as Tab checkbox to display the Custom Field Group as a Tab on the Asset.

7. Click Okay. The Custom Field Group is updated.

Deleting a Custom Field Group

A Custom Field Group can be deleted. When a Custom Field Group is deleted, all Custom Fields
assigned to it are also deleted.

1. From the Top NavBar, select Administration. The Administration workspace opens. Click the
Asset Types tile.

t! Office Bu]lding {edit name) (delete)
>

Asset Types > "Office Bullding'

Qwned Office Building Leased Office Building Mixed Ownership (Office Building)

2. Click the Asset Type you want to edit and the Asset Types workspace opens. Click the appropriate
Owned, Leased, or Mixed Ownership link

Edit Custom Field Group x

Label | Monthly Fees
Visible O
Show as Tab O

Remove Group Cancel

4

3. Click the edit link next to the Custom Field Group you want to delete. The edit Custom Field Group
pop-up opens.
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4. To delete the Custom Field Group, click Remove Group. The Confirm Group Removal pop-up

opens.
[ oo ]

This will permanently remove the group and all mappings. Are you sure you want to remove
i this group?

Confirm Cancel

4

5. Click Confirm. The Custom Field Group is deleted.

Adding Custom Fields to Custom Field Group
for an Asset Type

Real Estate Manager provides a set of default Custom Fields that you can associate with an Asset Type.

After an Asset Type is created, Custom Fields must be associated with the Asset Type. Custom Fields
define different requirements, activities, or transactions that can be associated with the Asset Type.
Custom Fields are organized into Groups you create for each Asset Type.

Click Default Custom Fields for the list of Default Custom Fields.

You can also create Custom Fields, which is discussed in the subsequent section. After you create a
Custom Field, you can add it to other Custom Field Groups.

1. From the Top NavBar, select Administration. The Administration workspace opens.

. ildi {edit name) (delete}
‘t'; Office Building )

Asset Types > ‘Office Building'

Owned Office Building Leased Office Building mixed Ownership (Office Building)

2. Click the Asset Types tile for the Asset Type for which want to add a Custom Field and the Asset
Types workspace opens. Click the appropriate Owned, Leased, or Mixed Ownership link.

3. If no Custom Fields have been added, click the here link to see the Select/Add Custom Fields pop-
up.

4. If you are adding more Custom Fields, click the Gear icon to get the Select/Add Custom Fields pop-
up opens.
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p—

Contact

5. Click the checkbox(es) for the Custom Fields you want to add to a Custom Field Group.

6. Click Confirm Selection. The selected Custom Fields display on the Asset Types workspace. All
selected Custom Fields automatically display under the first Custom Field Group.

Property Information (edit)
p Rt

Marketing tor Sublease (odit)
Dt Type: et

Nesiding Information (edit) i i  Ordering: 3
Field Mame Data Type Roequaired Allows bouttiple Detault Vahse Actioas

[ o Note: A Custom Field can only be associated with one Custom Field Group.

7. Columns at the top of each Custom Field Group show information about the Custom Fields:
a. Field Name — label for the field

b. Data Type — type of information and format for the data

c. Required —whether the field is required to have at least one value entered
d. Allow Multiple —whether more than one value is permitted to be entered
e

Default Value — value that automatically fills the field

8. To move a Custom Field to another Custom Field Group, drag and drop the Custom Field to the
location within the Custom Field Group.

9. To order the Custom Fields within a Custom Field Group, drag and drop a Custom Field within the
Custom Field Group.

10. Click Save Changes to save the Custom Fields you added to the Asset Type.
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Creating Custom Fields for an Asset Type

1.

From the Top NavBar, select Administration. The Administration workspace opens.

t; Office Building {edit name) (delete)

Aszet Types > "Office Building®

Owned Office Building Leased Office Building Mixed o (Office Building) ‘

2. Click the Asset Types tile and the Asset Types Workspace opens. Click the Asset Type for which
you want to create a new Custom Field and the workspace for the selected Asset Type opens. Click
the appropriate Owned, Leased, or Mixed Ownership link.

If no Custom Fields have been added, click the here link to see the Select/Add Custom Fields pop-

up.

| Select/Add Custom Fields »

Contact

{ —
_J Assi ublet Project Manager
! Assignment/Sublet Primary Contact

Currency

(] Tax Base Amount
| _ o M; Amgyn

! Date Assi Sublet B d

— Lease Last Update Date
_ Indexed Adjustment Date
_ Index Base Date

_ Return Date

Decimal

| Percentage of area unoccupled by tenant
_l pro Rata Share %-Bldg
_pr hare %-Si
_ Gross-up %
L Current Index
L Pravi (]
Raca Tnday

Add New Field Confirm Selection

4

up opens.

Coovomomra ]

Label For Field: [l |

| Field Data Type: Number
Eriter the range for the number of values that can be provided for this field. A minimum of 0
L) indicates an optional field, while a maximum of 0 means unlimited. Most fields should have a

maximum of 1. This settings has no effect for derived flelds such as Aggregate custom fialds,

Number of Values: o- 1
Field Configuration

Minimum Value:
Maximum Value:
Prefix:

Suffioe:

Save Cancel

4
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5. Inthe Select/Add Custom Fields pop-up, click Add New Field. The Add New Custom Field pop-up
opens.

6. From the Add New Custom Field pop-up, enter a name for the New Custom Field in the Label for
Field data field.

7. From the Field Data Type drop-down, select the type of data to be entered:

a.

> Q@ - ®© 2 o T

Aggregate — combines data at the parent level for all child levels for a specific data field
Contact — information for a person

Currency — type of monetary currency used

Date — date related to a transaction or activity

Decimal — formats numbers that use decimals

Lookup — provides a list of values for selection

Number — numerical characters

Text — alpha/numerical characters

YesNo — binomial response is the only available selection for the field
Measurement — reflects size

Regex — regular expression

MeasurementAggregate — combines measurement data at the parent level for all child levels

8. In the Number of Values field, enter minimum and maximum number of values that can be entered.

a.

b.

A minimum of 0 (zero) indicates that the Custom Field is optional and not a required field.
Enter at least 1 to make the Custom Field a required field.

A maximum of 0 (zero) indicates that the number of values is unlimited. Most Custom Fields
should have a maximum value of 1.

9. The Field Configuration section defines acceptable values for input. The Field Configuration differs
depending on the Field Data Type selected. See in the Appendix that describes each Field
Configuration and the options available for each.

10. From the Add New Custom Field pop-up click Save to save the new Custom Field and the
configuration settings.

11. Click the checkbox for the new Custom Field that displays in the appropriate section on the
Select/Add Custom Fields pop-up.

Date

Return Date
_| Sublet Date
| Date Assignment/Sublet Requested
_ Lease Last Update Date
| Indexed Adjustment Date
Index Base Date
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12. Add a new Custom Field does not automatically associate the Custom Field with the Asset Type.
You must click the checkbox for the new Custom Field on the Select/Add Custom Fields pop-up to
associate it with the Asset Type.

13. From the Select/Add Custom Fields pop-up, click Confirm Selection. The new Custom Field
displays on the Asset Type workspace in the first Custom Field Group.

14. To move a Custom Field to another Custom Field Group, drag and drop the Custom Field to the
location within the Custom Field Group.

15. To order the Custom Fields within a Custom Field Group, drag and drop a Custom Field within the
Custom Field Group.

Editing a Custom Field

After a Custom Field is assigned to a Custom Field Group, you can edit the configuration for the Custom
Field and change the default value defined. For example, you can update any of the field configurations
for the minimum and maximum values for Currency to expand the range.

1. From the Top NavBar, select Administration. The Administration workspace opens.

., HIEH {edit name) (delete)
tf} Office Building

Asset Types > "Office Building'

Owned Office Building Leased Office Building Mixed ownership (Office Building)

2. Click the Asset Types tile for the Asset Type for which want to edit a Custom Field and the Asset
Types Workspace opens for the selected Asset Type. Click the appropriate Owned, Leased, or
Mixed Ownership link.

Property Information (edit) Ordering: 1

bata Type mequired betaui Vaiue Actions
Return Date Date No No nat set - edit | emave
Index Base Date Date No No - nat set - edit | remove
Holdover Rate Decimal No No = not set - edit | remove
Holdover Rate Comments Text No No - not set - S0 | [emaove

Current Index Decima No No - not set - edit | remove
Zoning Lockup No No - nat set - 29 | remove

3. Click the edit link in the row for the Custom Field you want to edit.

4. Inthe pop-up, edit the Custom Field as needed.

Note: Each Custom Field has a different configuration. See the Configurations for
Custom Fields in the preceding section to see a list of the configuration options for differ.

5. Click Okay to save your edits.
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Deleting a Custom Field

1. From the Top NavBar, select Administration. The Administration workspace opens.

tg Office Building (edit name) (delete)

Asset Types » 'Office Building'

Owned Office Buiding Leased Office Building Mixed Ownership (Office Building)

2. Click the Asset Types tile for the Asset Type for which want to delete a Custom Field and the Asset
Types Workspace opens for the selected Asset Type. Click the appropriate Owned, Leased, or
Mixed Ownership link.

Property Information (edit) Ordering: 1
Field Name Data Type Required I Allow Multiple Default value Actions
Return Date Date No No - nak set - edit | emave
Index Base Date Date No No - nat set - edit | remove
Holdover Rate Decimal No No = nat set - £de | remove
Holdover Rate Comments Text No No - not set - edit | emove
Current Index Decimal No No - nat set - edit | remove

Zoning Lookup No No - not set - 2dit | remove

3. Click the remove link in the row for the Custom Field you want to delete. The Custom Field no
longer displays.

Note: Deleting a Custom Field that is used on an existing Asset removes the Custom
Field and the data for the Custom Field for the Asset.

4. Click Save Changes to save the deletion.
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Maintaining Compliance ltems for an Asset
Type
Adding Compliance Items

Compliance Items are defined and configured for each Asset Type.

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Asset Types tile for the Asset Type for which want to add a Compliance Item and the Asset
Types workspace opens for the selected Asset Type. Click the appropriate Owned, Leased, or
Mixed Ownership link.

tg Ofﬁce Bulldlng (edit name) (delete)

Asset Types > 'Office Building'

Owned Office Building Leased Office Building Mixed ownership (Office Building)

3. Click the Compliance tab and the Compliance workspace opens.

~9 Adding of remaeving 8 complianos item will 3dd or remave the Rem for all assets of this type.
Schedule Rule _ Actios |
There are currently no compliance types mapped to this asset type

Acd Compliance Item

4. Click Add Compliance item. The Add Compliance Item pop-up opens.

Add compliance Ttem x

compliance Type

Schedule Rule |

Appiies to: ELeasedBowned@Mied Ownership
@ Once Only
Every 0| days fram last compliance date

W Every |1 Days
Every Weekday

Start Date =

Note: Existing Compliance Types display in the Compliance Type drop-down. The first
time you enter a Compliance ltem, you will need to add a new Compliance Type.

5. From the Compliance Type drop-down, select the Compliance Type.
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6. Toadd anew Compliance Type, click Add New next to the Compliance Type drop-down and the
Add Compliance Type pop-up opens.

Add Compliance Type x

Name

File Attachment Required

Cancel

A

7. Enter alabel for the Compliance Type in the Name field.

8. Ifadocumentis required to be completed to fulfill the Compliance Item, check the File Attachment
Required checkbox.

9. Click Save to save the Compliance Type and the new Compliance Type displays in the Compliance
Type drop-down.

10. From the Add Compliance Item pop-up, and click the Leased, Owned, Mixed Ownership
checkboxes for the assets in the Asset Type that are required to comply with the Compliance Item.

11. Click the Once only radio button if the Compliance Item is fulfilled with one action.

12. Click Every.... Days from last compliance date radio button if compliance is fulfilled periodically
based on when the last compliance action was taken and enter the number of days in the field.

| Every 0| days from last compliance date

13. Click the radio button next to the section that allows you to schedule a compliance action. Click the
Daily, Weekly, Monthly, or Yearly tab to select the type of schedule you want to define for the
compliance action.

14. To define a daily schedule, select the Daily tab:

[é_]
Daily Weekly Monthly Yearly _

@ Every Days
() Every Weekday

Start Date 17/09/2020/[%]

15. Click the Every...Days radio button to define a schedule every number of days entered.

16. Click the Every Weekday radio button to define a schedule for the compliance action Monday —
Friday.

17. Enter the Start Date for the schedule or click the Calendar icon and select the Start Date.
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18. To define a weekly schedule, select the Weekly tab:

(_6_:]

Recur every | week(s) on:

[ sunday (| monday (] Tuesday (] wednesday
[IThursday [ Friday _ saturday

Start Date 17/09/2020|[=]

19. Inthe Recur Every ....week(s) on: field, enter the frequency of the weekly schedule, such as every 2
weeks.

20. Check the appropriate checkbox for the day of the week on which the compliance action should
occur.

21. Enter the Start Date for the schedule or click the Calendar icon and select the Start Date.

22. To define a monthly schedule, select the Monthly tab:

I@I

® Day| | of every | month(s)
O The[First  +|[Day v | of every month(s)
Start Date 17/09/2020|[=]

23. Click the Day...of every ... month(s) radio button to define a schedule that sets a specific date
every number of months on which the compliance action should occur.

24. Click The First Day of every .... Month(s) radio button to define a schedule that sets a specific
date each month on which the compliance action should occur.

25. Enter the Start Date for the schedule or click the Calendar icon and select the Start Date.

26. To define an annual schedule, select the Yearly tab:

.@

® Every (October__v) |

The| First v | Day v | of| January V|

Start Date 17/09/2020|[=]

27. Click the Every radio button and select the month from the drop-down and optionally enter a
specific data to define a schedule that sets a specific month and date on which the compliance
action should occur.
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28. Click the second radio button to define a schedule that allows you to set whether the compliance
action should occur on the first, second, third, or fourth day or day or the week in a specific month on
which the compliance action should occur.

29. Enter the Start Date for the schedule or click the Calendar icon and select the Start Date.

30. Click Add to save the Compliance Item to the Asset Type. The Compliance Item displays on the
Compliance workspace.

| complancerype | Schedulemue __________________| ___ Adins ]

- vearty on the 15th of October from 17/09/2020 o
leva <
= I Applies to: Owned (Bemove) , Other Edit

Add Compliance Item

Editing a Compliance Item

After a Compliance ltem is added to an Asset Type, you can update it or delete it. You can update the
schedule, whether attachments are required, and the name of the Compliance Type.

1. From the Top NavBar, select Administration. The Administration workspace opens.
2. Click the Asset Types tile for the Asset Type for which want to edit a Compliance Item and the Asset

Types workspace opens for the selected Asset Type. Click the appropriate Owned, Leased, or
Mixed Ownership link.

t! Office Building (edit name) (delete)
|

Asset Types > 'Office Building®

Owned Office Building Leased Office Building  Mixed Ownership (Office Building)

3. Click the Compliance tab. The Compliance workspace opens.

Owned Parking Garage Leased Parking Garage  Mixed Cwnership (Parking Garage)

I Configure Custom Fields l Compliance l Asset Tabs

Schedule Rule | Actions

4. Click the edit link next to the Compliance ltem you want to edit. The Edit Compliance Type Mapping
pop-up opens and displays the current settings.
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| Edit Compliance Type Mapping L |

compliance Type
Elevator Inspecticn x| oo | e |

Schedule Rule

5. To change the Compliance Type label, click Edit. The Edit Compliance Type pop-up opens. Edit the
label for the Compliance Type in the Name field.

Edit Compliance Type x

Name | Elevator Inspection |

File Attachment Required

Update Cancel

V.
6. Click the File Attachment Required checkbox to indicate whether a document is required to fulfill
the compliance action.
7. Click Update to save the edited Compliance Type.

8. On the Edit Compliance Type Mapping pop-up, update the ownership types and schedule
definitions in the Schedule Rule section as appropriate.

9. Click Save to update the Compliance Item.

Deleting a Compliance Iltem
After a Compliance Item is added to an Asset Type, you can delete it.

1. From the Top NavBar, select Administration. The Administration workspace opens.
2. Click the Asset Types tile for the Asset Type for which want to delete a Compliance Item and the

Asset Types workspace opens for the selected Asset Type. Click the appropriate Owned, Leased,
or Mixed Ownership link.

tg Office Building {edit name) (delete)
»

Asset Types > 'Office Building'

Owned Office Building Leased Office Building Mixed Ownership (Office Building)
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3. Click the Compliance tab. The Compliance workspace opens.

Owned Parking Garage Leased Parking Garage Mixed Crmershin (Parking Garage)

¥y Adding or remaving a compliance tem wil add or remove the item for all assets of this type.
L) e adding a compliance item you will e ko specify trs schedul for tha icam

Compliance: Type Schedube Rule:

Once only Edit
Applies to: Owned (Remove)

Elevator Inspection

Add Compliance Iem

4. Click the remove link next to the Compliance Item you want to delete and the Compliance Item is
deleted.

Note: The Asset Tabs that display are user-specific based on the access permissions
assigned to each user.

insightsoftware.com
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Configuring Asset Tabs

Real Estate Manager allows you to configure the tabs that display for an Asset. The following two tabs
are not optional and always display:

= Summary — summarizes all the information for Tabs that are configured to be visible for the
Asset.

® Details — shows detailed information, including data fields that can be edited for the Asset.

Selecting Asset Tabs for Display

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Asset Types tile for the Asset Type for which you want to select Asset Tabs for display and
the Asset Types workspace opens for the selected Asset Type. Click the appropriate Owned,
Leased, or Mixed Ownership link.

tﬁ Ofﬁce Building {edit name) (delete)

Assot Types > "Office Building'

Owned Office Bullding Leased Office Building Mixed Ownership (Office Building)

3. Click the Asset Tabs tab and the Asset Tabs workspace opens.

Enable/Disable Tabs

\;.') Here you can enable which tabs are visible for assets of this type. Keep in mind the tabs you ean actually see will be affected by your permissions even if they are set to enabled. \

Summary
This gives 2 summary of the current asset as well 25 @ summary of al visible tabs

Details
This tab shows asset detalls and allows you to edit their values

Contracts
Ths tab shows
(] | Valuations

This tab shows
o Subdivisions

This tab shows Subdivisions that affe sset. You can ad/edit Subdivisions from this tab.
Apportionments

This tab shows Appartionments that affect the current asset. You can addfeclit Apportionments from this tab
O Consent

This tab shows Consent that affect the current assat. You can add/edit Consent from this tab
=] ExitCosts

This tab shows Exit Casts that affect the currant asset. You can add/edi: Cansent from this tab
o Insurance

This tab records the detalls of various Insurance contracs for an asset
Compliance

This tab shows compliance that affect the current asset. You can add/edit complance from this tab
asks.

This tab shows tasks that affect the current asset. You can add/edit tasks from this tab.
Files

This tab shows flles sttachad to the current asset. You an sdd/adit Flss from this tsb
O Contracting

i provides management of preferred contactors linked to an asset
Budget

O 9¢

This tab lets you edit the current asset's busget

Save Asset Tabs

4. Check the boxes next to the Asset Tabs that you want to display.

5. Click Save Asset Tabs. The selected Asset Tabs will display for authorized users for assets
assigned to the Asset Type.
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Note: The folder structure you create for each Asset Type is automatically inherited by
each Asset you add for the Asset Type. You do not need to move the folder structure to an
Asset. You can also edit the folder structure for each Asset.
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Assigning Product Categories to an Asset
Type

A Product Category may be assigned to the Asset Type to help group Asset Types. A Product Category
is used when Real Estate Manager is integrated with another system that uses the Property Category
for calculating depreciation and Present Value. A set of default Product Categories is provided.
Selecting a Product Category is optional unless you are performing a lease accounting synchronization
with LeaseAccelerator’s Lease Accounting Manager.

Assigning a Product Category to an Asset Type

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Asset Types tile for the Asset Type for which want to select a Product Category and the
Asset Types workspace opens for the selected Asset Type. Click the appropriate Owned, Leased,
or Mixed Ownership link.

tﬁ Office Building {edit name) (delete)

Asset Types > "Office Building'

Owned Office Building Leased Office Building Mixed Ownership (Office Bullding)

3. Click the Product Category tab and the workspace opens.

Parking Garage (< e e

pes > ‘Parking Garage'

Owned Parking Garage Leased Parking Garage Mixed Ownership (Parking Garage)

4. From the Product Category drop-down, select the Product Category you want to associate with the
Asset Type.

Owned Parking Garage Leases Pariing Garage  Moed Cwmershio (Parioe Garpgs!
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o Note:

One of two relevant Real Estate Product Categories should be chosen:

® Real Estate — Building

® Real Estate - Land

5. Click Save Product Category.

Editing a Product Category

1. From the Top NavBar, select Administration. The Administration workspace opens.
2. Click the Asset Types tile for the Asset Type for which want to edit the Product Category and the

Asset Types workspace opens for the selected Asset Type. Click the appropriate Owned, Leased,
or Mixed Ownership link.

tg ofﬁce Bulldlng {edit name) (delete)

Asset Types > "Office Building"

Owned Office Building Leased Office Building Mixed ownership (Office Building)

3. Click the Product Category tab and the workspace opens.

E Parking Garage (edit name) (celote

fsset Types > ‘Parking Garage'

Owned Parking Garage Leased Paring Garage  Mixed Ownership (Parking Garage)

Product Category Building/HVAC v Save Product Category

4. From the Product Category drop-down, select the new Product Category you want to associate with
the Asset Type.

Owned Parking Garage Lcases Parking Garsge  Mosed Ownershi (Pariing o
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o Note:

One of two relevant Real Estate Product Categories should be chosen:

® Real Estate — Building

® Real Estate - Land

5. Click Save Product Category.

insightsoftware.com
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Maintaining Contract Types
Contract Types

The Contract Types workspace is used to define the types of contracts expected to be used for an
Asset, associate Custom Fields with each Contract Type, and define the data for each Custom Field.
When contracts are created (or edited) for an Asset, they inherit the Custom Fields defined for the
selected Contract Type.

Contract Types are segregated between Payable for contracts that you pay, and Receivable for
contracts for which you receive payment. After you add a Contract Type, you can also assign Predefined
Contract Clauses to the Contract Type. Predefined Contract Clauses provided with Real Estate
Manager include the most common clauses in most real estate contracts, both payable and receivable.
These may apply to some or all of your contract types and are configured separately for each Contract

Type.

Administration Workspace and Master Data

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

6 B ® ° o ® ° ° ° ® °
e Bult Pplos ette (pats s
Gant Carmgaray hazet s Caztract Trpes zvere rze: Ontaian: Combracting Tasi Dowiasd I : [t
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The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.

Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.
Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.
L Defines your business structure along with the associated accounting
Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.

Bulk One-time Invoices
Uploads one-time payable invoices in bulk.
Upload

Contract Types Workspace

The Contract Types workspace includes an Action Panel that allows you to see and select all existing
Contract Categories and the Contract Types within each Contract Category.

a Manage Contract Types

Administration > Contract Types

Contract Categories s Choose A Contract Type from the panel on the left

Admin Fees

Admin Fee

Real Estate Expenditure Lease
Garage Security

Billed

Parking Garage Fees

The workspace to the right of the Action Panel is used to display and enter information about Contract
Types as shown below.
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E Manage Contract Types

sdministration > Contract Types

Contract Categories

- Real Estate Expenditure Lease [#4%%pe) (delete)
All Categories

Lontract Types > Leass » ‘Real Estate Expenditure Lease”

Add New
Parking Garage Admin Fees
I Payable Real Estate Expenditure Lease Predefined Contract Clauses
Admin Fees
Parking Admin Fee q Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and between groups to establish field ordering.
Admin Fee Click the “3gF ~ to add, edit, and remove custom fields, and to select which fields a group contains, Click "Save” to save all changes.
Lease Add New Group Select Custom Fields In Groups @

» Real Estate Expenditure Lease

Security _Lease Details (edfit) _ Ordering: 1 |
i Default Value | Adtions
Garage Security Gross-up (Y/N) YeshNo No NO - Not set - SOt | rEMOoVE
Billed ST Decimal No No - not set - edit | remove
Indexed Adjustment Comments Text No No - not set - edit | remove
Billed Indexed Adjustment Date Date No No = not set - edit | remove
Current Index Decimal No No - not set - edit | remove
Parking Garage Fees Index Base Date Date No No - not set - edit | remove S

Adding a Contract Category and Contract Type
with Custom Field Groups

A Contract Type must be associated with a Contract Category. You cannot add a new Contract
Category without adding a Contract Type to the Contract Category. At least one Custom Field Group
must be added to add Custom Fields to a Contract Type.

Follow the below steps to add contract category and contract type:

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Contract Types tile and the workspace opens.

P~

Contract Types

3. Inthe Action Panel, click Add New to add a new Contract Category.

m Manage Contract Types

Administration > Contract Types

Contract Categories Choose A Contract Type from the panel on the left.

All Categories
Add New
Parking Garage Admin Fees
Admin Fees
Billed
Electric
Billed
utilities
Lease
Real Estate Expenditure Lease
Security
Monthly Maintenance Fee

Garage Security

4. Click the Category drop-down and enter the label for the new Contract Type in the data field.
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Note: As you type the label for the new Contract Type in the Category drop-down data
field, existing Contract Types that match the characters entered display.

Add New Contract Type

Category

Cantract Type vald for I -
Mama CI
Subject To Lease Accounting Label -

Lease Accoumting Value Tested Label

5. Click the Add and select? Link to create a new Contract Category with the label you entered.

Please select an option
Security| Q

No matches found.
A 1] lect?

6. Select the appropriate tab(s) as follows:

« All Contracts — The new Contract Category is available to all contracts.
» Receivable — The new Contract Category is available to contracts for which you are paid.

» Payable — The new Contract Category is available to contracts that you pay.

After you add a Contract Type, the tab(s) you selected are available for configuration. Tabs you
selected display against a white background.

7. Inaddition, after you add a Contract Type, a Predefined Contract Clauses tab displays and is
always available for selection.

Payable Electric Predefined Contract Clauses

8. Inthe Name field, enter the name or other identifier of the new contract type.

9. Click the Subject to Lease Accounting Label checkbox to indicate that the data associated with a
contract will be transferred to another system because it meets the accounting criteria for recording
the associated asset on the balance sheet.

Subject To Lease Accounting Label
Lease Accounting Value Tested Label

10. Click Save. The new Contract Category displays in the Action Panel and the workspace for the
Contract Category appears to allow you to add Custom Fields.
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Monthly Maintenance Fee (edittype) (delets)

Contract Types > Security > "Monthly Maintenance Fee'

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and between groups to establish field ordering. ‘

Click the 'W " to add, edit, and remove custom fields, and to select which fields a group contains, Click "Save® to save all changes.

| 3) o custom field groups have been added for this contract type. Click here to add one now |

Save Contract Type

11. To add the first Custom Field Group, click the here link and the Add New Custom Field Group pop-

up opens.

‘ .;T) No custom field groups have been added for this invoice type. Click here to add one now |

12. Enter a label for the Custom Field Group in the New Group Caption field.

Add New Custom Field Group x

i - -
| MNew Group Caption: |

Cancel
A

13. Click Okay and the Custom Field Group displays on the workspace for the Contract Type.

Monthly Maintenance Fee (sdttype) (delste)

Contract Types > Secyrity > 'Monthly Maintenance Fee'

¥ Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and between groups to establish field ordering. ‘

Click the "$gF " to add, edit, and remove custom fields, and to select which fields a group contains. Click "Save" to save all changes.

Add New Group Select Custom Fields In Groups &

Use C‘harg_es (edit) Ordering: 1

Allow Multiple | Default value | Actions

Field Name Data Type | Required
Drag and drop custom fields here...

Save Contract Type

14. To add subsequent Custom Field Groups, click Add New Group.

15. Repeat steps 12-13 for any additional Custom Field Groups.

16. Click Save Contract to save the Contract Category, Contract Type, and Custom Field Group(s).
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Adding a Contract Type to an Existing Contract
Category

1. From the Top NavBar, select Administration, then click the Contract Types tile and the workspace
opens.

2. Inthe Action Panel, select the Contract Category you wish to add a new Contract Type for form the
drop-down.

3. Click Add New. The Add New Contract Type data fields display.

Add New Contract Type

Category Security

Contract Type valid for Receivable Payable

Name Jontnly Maintenance Fee| ]

Subject To Lease Accounting Label

Lease Accounting Value Tested Label

4. Click the appropriate tab as follows:

« All Contracts — The new Contract Category is available to all contracts.
« Receivable — The new Contract Category is available to contracts for which you are paid.

« Payable — The new Contract Category is available to contracts that you pay.

5. Inthe Name field, enter the name or other identifier of the new contract type.

6. Click the Subject to Lease Accounting Label checkbox to indicate that the data associated with a
contract is transferred to another system because it meets the accounting criteria for recording the
associated asset on the balance sheet.

Subject To Lease Accounting Label

Lease Accounting Value Tested Label

7. Click Save. The new Contract Category displays in the Action Panel.

Editing a Contract Type

After a Contract Type is created, you can edit the name of the Contract Type or change the Contract
Category for the Contract Type.

1. From the Top NavBar, select Administration, then click the Contract Types tile and the workspace
opens.

2. Inthe Action Panel, click the Contract Type you want to edit.

3. Click the edit type link next to the Contract Type name.
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Garage SECUI‘itY (edit type) (delete)

Contract Types > Secyurity > 'Garage Security

Payable Garage Security SCEEEE E e _

4. From the Category drop-down, select another Contract Category to which to assign the Contract
Type.

Edit Contract Type ®x

Category Cleaning
Contract Type valid for All Contracts  Receivable Payable
| Name Cleamng

Subject To Lease Accounting Label

Lease Accounting Value Tested Label

5. To change the identification of the Contract Type as All Contracts, Payable, or Receivable, select
the appropriate tab to highlight the identifier you want to use.

Note: The tabs available for selection depend on whether the Contract Type was defined
for All Contracts, Payables, and/or Receivables. If the Contract Type was created only for
Payable contracts, the Receivable tab will not be activated and available for selection.

The Predefined Contract Clauses tab will always be activated and available for selection.

6. Inthe Name field, update the label for the Contract Type as necessary.

7. Click the Subject to Lease Accounting Label checkbox to indicate that the data associated with a
contract is transferred to another system because it meets the accounting criteria for recording the
associated asset on the balance sheet.

Subject To Lease Accounting Label
Lease Accounting Value Tested Label

8. Click Save. The edited Contract Type displays under the appropriate Contract Category in the
Action Panel.

Deleting a Contract Type

You cannot delete a Contract Type that is used for a Contract added to an Asset. You may not delete
any Contract Categories that you have created.

1. From the Top NavBar, select Administration then click the Contract Types tile and the workspace
opens.

2. Inthe Action Panel, click the Contract Type you want to delete.

3. Click the delete link next to the Contract Type you want to delete.
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Garage Security (edit type) (delete)

Contract Types > Security > ‘Garage Security”

4. Click Okay to delete the Contract Type.

Delete Contract Type x

1
, Are you sure you want to delete this contract type?

Okay Cancel
A

Editing a Custom Field Group

1. From the Top NavBar, select Administration and click the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to edit, and that Contract Type will open up in
the workspace.

n Manage Contract Types

Adminatraton > Cantract Typan

. .
c:“:rm Categories Real Estate Expenditure Leage [#97vee) (oee)
ategories -
A4 Mew
by || cmtenm Trses > Lomss R Exane Expernaure Losse’
Gas e Electre

T

A rongs an S8 80 S50 18 e3tBRSH e et 6 FILES 0 SuTmary B0 4K Sijes. DvBg 84 4o rews witen b Between friula 1o el fiEd Srdering.

» Read Estate Expenditure Lesse
Servicn | »

ek the * " t0 a0, ekt mnd semavs custem ks, e 15 et méich eids & oo cortain. Clck “Save’ ta save a1 changes
Service Contract
Ade Mew Geoup | Select Custor Fieds In Greups @
Laase Dutails (adit} Ordaring: 1
Fiald Hame Dats Typa Raquirsd Aliow Multipla Datault Vatus | Actions

Grows-up (Y/N) Testio Ha o - ot set - £ | cemene
Gross-up % Dacimal "o o - rot et - £ | emevs
Indaxed Adjustment Commants Text ta e - et pet - 86 | marn
Indaned Adjustment Date Date ta o - ot net - £kt | cemone
Currert Index Cecimal "o o - pot et - £ | cemene
Indax Bass Dats Dase ) s - ot set - il | amave

3. Click the appropriate tab as follows:

» Receivable — The new Contract Category is available to contracts for which you are paid.

» Payable — The new Contract Category is available to contracts that you pay.

4. Click the edit link next to the Custom Field Group you want to edit.

5. Inthe Label field, edit the name of the Custom Field Group.
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Edit Custom Fleld Group ® |

Label Base Charges

Visible

6. Check the Visible checkbox to display the Custom Field Group on the Contract or uncheck the
Visible checkbox to prevent display of the Custom Field Group on the Contract.

7. Click Okay. The Custom Field Group is updated.

8. Click Save Contract Type to save the updates to the Custom Field Group.

Deleting a Custom Field Group

When a Custom Field Group is deleted, all Custom Fields assigned to it are also deleted.

1. From the Top NavBar, select Administration and then click the Contract Types tile to open the
workspace.

2. Inthe Action Panel, click the Contract Type you want to delete, and that Contract Type will open up
in the workspace.

a Manage Contract Types

Bdminigtraticn > Contract Typas

. .
c:':l:?‘“?{ewnﬁ - Real Estate Expenditure Leage (#917ee) (o

£ » Feal Estate Expenciture Lesse’

3. Click the appropriate tab as follows:

* Receivable — The new Contract Category is available to contracts for which you are paid.
» Payable — The new Contract Category is available to contracts that you pay.

4. Click the edit link next to the Custom Field Group you want to delete. The edit Custom Field Group
pop-up opens.
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| Edit custom Field Group x |
| I

Label Monthly Fees
Visible

Show as Tab

Remaove Group Cancel

A
5. To delete the Custom Field Group, click Remove Group.
6. Click Confirm. The Custom Field Group no longer displays.

Note: Deleting a Custom Field Group deletes all Custom Fields assigned to it. It also
removes the Custom Fields from any Contracts that have the Custom Fields assigned.

I Confirm Group Removal x ‘

This will permanently remove the group and all mappings. Are you sure you want to remove
this group?

Confirm Cancel

7. Click Save Contract Type to delete the Custom Field Group.

Adding Custom Fields to a Custom Field Group
for a Contract Type

Real Estate Manager provides a set of Default Custom Fields that you can associate with a Contract
Type. See Appendix: Default Custom Fields for a list of Default Custom Fields and how to configure
them. You can also create Custom Fields, which is discussed in the subsequent section. After you
create a Custom Field, you can add it to other Custom Field Groups.

1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to add Custom Fields for, and that Contract
Type will open up in the workspace.
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a Manage Contract Types

Bdminigtraticn > Contract Typas

. .
c:':l:?‘“?{ewnﬁ - Real Estate Expenditure Leage (#917ee) (o

» Lexss » Weal Estate Expenciture Lesse’

i
o
o
e
o
ne
e

- Pt et - it | cemie

3. Click the appropriate tab as follows:

» Payable - The new Contract Category is available to contracts that you pay.

» Receivable - The new Contract Category is available to contracts for which you are paid.

o Note: The tabs available for selection depend on whether the Contract Type was defined
for All Contracts, Payables, and/or Receivables. If the Contract Type was created only for
Payable contracts, the Receivable tab will not be activated and available for selection.
The Predefined Contract Clauses tab will always be activated and available for selection.

4. Click the Gear icon to open the Select/Add Custom Fields pop-up.

5. Click the checkbox(es) for the Custom Fields you want to add to a Custom Field Group.
Note: Real Estate Manager provides a set of Default Custom Fields that are individually

configured. See Appendix: Default Custom Fields for a list of Default Custom Fields and
how to configure them.
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Aggregate
Contact

18 assion

_| Assigrment/Syublet Prima:
Currancy

B Tax Base Amount

3 opex/CAMS Base Amount

jest Manager
ry Contacy

igg by tenant

8 provious Index

.- e——

Add New Field Confirm Selection

A
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6. Click Confirm Selection. The selected Custom Fields display on the Contract Type workspace. All
selected Custom Fields automatically display under the first Custom Field Group.

o Note: A Custom Field can only be associated with one Custom Field Group.

7. Columns at the top of each Custom Field Group show information about the Custom Fields:

Field Name — label for the field

Data Type — type of information and format for the data

Required — whether the field is required to have at least one value entered

Allow Multiple — whether more than one value is permitted to be entered

Default Value — value that automatically fills the field

I Payable Admin Fees I Receivable Admin Fees I Predefined Contract Clauses _

¥ Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and between groups to establish field ordering.

Click the "%# " to add, edit, and remove custom fields, and to select which fields a group contains. Click "Save” to save all changes.

Add New Group

Pro Rata Share %-Bldg

Select Custom Fields In Groups &

Decimal

Drag and drop custom fields here...

No

- not set -

Requircd Allow Multiple | Default Value | Actions |
Index Base Date Date - not set - edit | remove
Base Index Decimal No No - not set - edit | remove
Drag and drop custom fields here...

| FieldName | _ DataType | Allow Multiple | Default Value | Actions |

edit | remove

Save Contract Type
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8. To move a Custom Field to another Custom Field Group, drag and drop the Custom Field to the
location within the Custom Field Group.

9. To order the Custom Fields within a Custom Field Group, drag and drop a Custom Field within the
Custom Field Group.

10. Click Save Contract Type to save the Custom Fields you added to the Contract Type.

Creating Custom Fields for a Contract Type

1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to create Custom Fields for, and that Contract
Type will open up in the workspace.

n Manage Contract Types

Bdmingtration > Cantract Typas

. .
c:r:l:‘??‘_fawwnﬁ - Real Estate Expenditure Lease =7 mee) (s

sais » Real Extare Engenciture Lease’

» Rucad Estate Expenditure Lease
st T ey
Service Contract
Ordaring: 1
E

2
4
RRRBER

3. Click the appropriate tab as follows:

» Payable - The new Contract Category is available to contracts that you pay.

» Receivable - The new Contract Category is available to contracts for which you are paid.

o Note: The tabs available for selection depend on whether the Contract Type was defined
for All Contracts, Payables, and/or Receivables. If the Contract Type was created only for
Payable contracts, the Receivable tab will not be activated and available for selection.
The Predefined Contract Clauses tab will always be activated and available for selection.

4. Click the Gear icon and the Select/Add Custom Fields pop-up opens.

m Fields In Groups &

5. Inthe pop-up, click Add New Field.
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| select/add custom Fisids %

Aggregate
|
Contact

B pssionment/Sublet Project Manager
E Asgigrment/Sublet Primary Contact

Currancy
B Tax Base Amount
B oPEx/CAMS Base Amount
Date
Date Assignment/Sublat Requested
1 2
| B Indoxed Adjustment Date
Index Baze Dote
Return Date
Decimal

of grea by tenaat
Pro Rats Shore %-Bidg

Pro Rata Share %-Sitg

8 Gross-un %

B Current Ingex

B provious Index

=

CTeE—

Add New Field Confirm Selection
A

6. From the Add New Custom Field pop-up, enter a name for the New Custom Field in the Label for
Field data field.

| Add New Custom Field x

Label For Field: I |

Field Data Type: Number

Enter the range for the number of values that can be provided for this field. A minimum of 0
1) indicates an optional field, while a maximum of 0 means unlimited. Most fields should have a
maximum of 1. This settings has no effect for derived fields such as Aggregate custom fields.

Number of Values: 0f- 1
| | Field configuration

Minimum Value:
Maxirmum Value:
Prefix:

Suffix:

Save Cancel

4

7. From the Field Data Type drop-down, select the type of data to be entered:

« Aggregate — combines data at the parent level for all child levels for a specific data field
« Contact — information for a person

e Currency - type of currency used

» Date — date related to the transaction

» Decimal —formats numbers that use decimals

o Lookup - provides a list of values for selection

o Number — numerical characters

o Text— alpha/numerical characters
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10.

1.

12.

13.

14.

15.

16.

17.

« YesNo - binomial response is the only available selection for the field

+ Measurement - reflects size

Regex — regular expression

+ MeasurementAggregate — combines measurement data at the parent level for all child levels

In the Number of Values field, enter minimum and maximum number of values that can be entered.

A minimum of 0 (zero) indicates that the Custom Field is optional and not a required field. Enter at
least 1 to make the Custom Field a required field.

A maximum of 0 (zero) indicates that the number of values is unlimited. Most Custom Fields should
have a maximum value of 1.

The Field Configuration section defines acceptable values for input. The Field Configuration differs
depending on the Field Data Type selected. See Configurations for Custom Fields that describes
each Field Configuration and the options available for each.

From the Add New Custom Field pop-up click Save to save the new Custom Field and the
configuration settings.

Click the checkbox for the new Custom Field that displays in the appropriate section on the
Select/Add Custom Fields pop-up.

o Note: Adding a new Custom Field does not automatically associate the Custom Field
with the Contract Type. You must click the checkbox for the new Custom Field on the
Select/Add Custom Fields pop-up to associate it with the Contract Type.

Date

Return Date

_J Sublet Date

__| Date Assignment/Sublet Requested
Lease Last Update Date
Indexed Adjustment Date

Index Base Date

From the Select/Add Custom Fields pop-up, click Confirm Selection. The new Custom Field
displays on the Contract Type workspace in the first Custom Field Group.

To move a Custom Field to another Custom Field Group, drag and drop the Custom Field to the
location within the Custom Field Group.

To order the Custom Fields within a Custom Field Group, drag and drop a Custom Field within the
Custom Field Group.

Click Save Contract Type to save the new Custom Field.
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Editing a Custom Field Default Value

After a Custom Field is assigned to a Custom Field Group, you can edit the default value.

1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to edit a Custom Field for, and that Contract
Type will open up in the workspace.

a Manage Contract Types

Bdminigtraticn > Contract Typas

. .
c:':l:?‘“?{ewnﬁ - Real Estate Expenditure Leage (#917ee) (o

st » Feal Estune Enpenciture Lusse’

3. Click the appropriate tab as follows:

« Payable - The new Contract Category is available to contracts that you pay.

* Receivable - The new Contract Category is available to contracts for which you are paid.

Note: The tabs available for selection depend on whether the Contract Type was defined
for All Contracts, Payables, and/or Receivables. If the Contract Type was created only for
Payable contracts, the Receivable tab will not be activated and available for selection.

The Predefined Contract Clauses tab will always be activated and available for selection.

4. Click the edit link in the row for the Custom Field you want to edit.

5. Edit the Custom Field default value.

Edit Custom Field Mapping x

| Custom Field: Index Base Date |
1 Data Type: Date

1 Default value: BE

Okay Cancel
4]

6. Click Okay. The default value is saved.
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Deleting a Custom Field
1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to delete a Custom Field for, and that Contract
Type will open up in the workspace.

n Manage Contract Types

Real Estate Expenditure Leage (#917ee) (o

st » Feal Estune Enpenciture Lusse’

3. Click the Payable or Receivable tab.
4. Click the appropriate tab as follows:

« Payable - The new Contract Category is available to contracts that you pay.

* Receivable - The new Contract Category is available to contracts for which you are paid.

o Note: The tabs available for selection depend on whether the Contract Type was defined
for All Contracts, Payables, and/or Receivables. If the Contract Type was created only for
Payable contracts, the Receivable tab will not be activated and available for selection.
The Predefined Contract Clauses tab will always be activated and available for selection.

5. Click the remove link in the row for the Custom Field you want to delete.

6. Click Save Contract Type. The Custom Field is deleted.

Adding Predefined Contract Clauses to a
Contract Type

Real Estate Manager provides a function that allows you to select Predefined Contract Clauses to be
assigned to a specific Contract Type. The Predefined Contract Clauses include the most common
clauses in most real estate contracts, both payable and receivable. Selecting Predefined Contract
Clauses automatically includes them in a Contract you add for an Asset. You can also add Contract
Clauses to a specific Contract for an Asset.

insightsoftware.com


https://insightsoftware.com/

N

insightsoftware 58

1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to add Predefined Contract Clauses for, and
that Contract Type will open up in the workspace.

Aaminatracon > Contract Types
c:q:um Categories Real Estate Expenditure Leage [#97vee) (oee)
-
A4 Mew
Lo Goniract Trats > Lekus » Toeal Estate Expenciture Lease’

n Manage Contract Types

Cas e Electric

 Real Estate Expenditure Lesse

7, 50 DS 8 rag ard Srop £ Estabish e orEing  GrSLES o SuTVRAry Bnd EE 0ges. Drap a1 drop rews witie B Betmeen BrEuSS Lo ESLABRSh fiid srdering

Servica ' cren e * G 1 s, e, wad t mbich ficids & greus contsins. Clck “Save” ta save sl changes.
Service Contract
Ade Mew Geoup | Select Custor Fieds In Greups @
Laase Dutails (adit} Ordaring: 1
Fiald Hame Data Type | Raguired | Aliow Multipls. Dafault Vatus | Actions

Grows-up (Y/N) Testio Ha o - ot set - £ | cemene
Gross-up % Dacimal "o o - rot et - £ | e
Indansd Adjustment Commants Text e s - ot pet - £ | reman
trdaned Adjustment Date Date ta o - ot net - £kt | cemone
Currert Index Cecimal "o o - ret et - £ | oo
Indax Bass Dats Dase [ s - ot set - gt | emie

3. Click the Predefined Contract Clauses tab. The Predefined Contract Clauses available display.

Real Estate Expenditure Lease (edit type) (delete)

Contract Types > Lease > 'Real Estate Expenditure Lease’

‘ O] Select from the available pre-defined clauses below by checking the box on the left side of the panel. You may also specify whether this clause is a default clause (active by ‘

default and must be deactivated when editing a contract of this type) or an optional clause (inactive by default, and must be activated when editing a contract of this type).

Filter clauses: | search term | Apply Filter Show All
) Land - Building Density Inclusion: | Default v ) Land - Floor Area Ratio Inclusion: | Default v .
) Land - Height Limit Inclusion: | Default v ) Land - Investment Intensity Inclusion: | Default v
) Land - Ratio of Green Area Inclusion: | Default v ) Property - Alterations Inclusion: | Default v
| Property - Assignment/Sublease Inclusion: | Default v ) Property - Base Year Inclusion; | Default v

4. Todisplay Predefined Contract Clauses pertaining to a term, enter the term in the Filter clauses field
and click Apply Filter. Predefined Contract Clauses that match the term display.

Note: The Predefined Contract Clauses filter searches the labels for the clauses and
does not search the content of the clauses.

5. Todisplay all Predefined Contract Clauses, click Show All.

6. Check the checkbox(es) next to the Predefined Contract Clauses you want to include in Contracts
for the Contract Type.

7. From the Inclusion drop-down, select:
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o Default - to require the Predefined Contract Clause.

» Optional — to make the Predefined Contract Clause optional.

8. Click Save Contract Type. Contracts for the Contract Type will include the selected Predefined

Contract Clauses.

Editing Predefined Contract Clauses for a Contract
ype

After you select the Predefined Contract Clause for a Contract Type, you can make updates to them by
selecting new ones or removing ones previously selected.

1.

2.

From the Top NavBar, select Administration and then click on the Contract Types tile.

In the Action Panel, click the Contract Type you want to edit Predefined Contract Clauses for and
that Contract Type will open up in the workspace.

n Manage Contract Types

Mminatritcn > Cantract Typas
C:f:llbcl Categories Real Estate Expenditure Leage (#917ee) (o
-
s
| e Contract Tuses » Lekis » Real Estate Expenciture Lesse’
Gas e Electre

I o —— ———————

» Ral Estate Expenditue Lease
| Servicn v

A rongs an S8 80 S50 1 ESLBRESH e orenn 6 (FILES 0N SuTmacy BN 4K Bijes. VDG 8d drep s witen B Belween friutd 1o eSS e Srdering

Ok the " G 1o acd, edit, aad remave custom felds, aed i3 selec 1 mhich fieids & grous contains. Clck “Save” 9 save ol thanges.
Service Cortract
A3 New Geoup | Sebect Custtom Fleks In Groups @
Laase Datails (adit]) Grdaring: 1
Fiald Hame Dats Typa | Raquirsd | Aliow Multipls. Datault Vatus | Actions

Gross-up (Y/N) Yeshio Na o - ot wet - it | cemove
Gross-up % Dacmal ™ [ - ot wat - il | e
Lrdaned Adjustmant Commants Teat e N - ot wat - & | M
Irdened Adjustmeent Date Date o o = ot wet - et | cemave
Currant Index Cecimal ™ [ - ot wat - il | e
lrdax Bazs Dats Date b e - POt set - £ | M

Click the Predefined Contract Clauses tab. The Predefined Contract Clauses available display.

Real Estate Expenditure Lease (#9ttpe) (delee)

Contract Types > Lease > 'Real Estate Expenditure Lease’

O) Select from the available pre-defined dauses below by checking the box on the left side of the panel. You may also specify whether this clause is a default clause (active by
default and must be deactivated when editing a contract of this type) or an optional clause (inactive by default, and must be activated when editing a contract of this type).

Filter clauses: |search term Apply Filter Show All
) Land - Building Density Inclusion: | Default X ) Land - Floor Area Ratio Inclusion: | Default .4 a
) Land - Height Limit Inclusion: | Default v ) Land - Investment Intensity Inclusion: | Default v
) Land - Ratio of Green Area Inclusion: | Default v ) Property - Alterations Inclusion: | Default v
| Property - Assignment/Sublease Inclusion: | Default ¥ __| Property - Base Year Inclusion: | Default v
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4. Todisplay Predefined Contract Clauses pertaining to a term, enter the term in the Filter clauses field
and click Apply Filter. Predefined Contract Clauses that match the term display.

Note: The Predefined Contract Clauses filter searches the labels for the clauses and
does not search the content of the clauses.

5. Todisplay all Predefined Contract Clauses, click Show All.

6. Toadd new Predefined Contract Clauses, check the checkbox(es) next to the Predefined Contract
Clauses you want to include in Contracts for the Contract Type.

7. Toremove previously selected Predefined Contract Clauses, uncheck the checkbox(es) next to the
Predefined Contract Clauses you do not want to include in Contracts for the Contract Type.

8. From the Inclusion drop-down, select:

o Default —to require the Predefined Contract Clause

» Optional — to make the Predefined Contract Clause optional

9. Click Save Contract Type. Contracts for the Contract Type will include the selected Predefined
Contract Clauses.

Adding User Defined Clauses(UDF) to a
Contract Type

Real Estate Manager allows users to define and manage User-Defined Field (UDF) Clauses at the
Contract Type level, enabling consistent clause application across all new contracts of that type. Users
can reuse existing ad hoc clauses or create new ones, improving standardization and reporting.

The following are the key benefits:

®  Standardizes clause usage across contracts.

= Apply reusable clauses across all new contracts of a specific type.
= |mprove clause visibility in contracts, exports, and reports.

= Reduces manual entry and inconsistency.

= Enhances reporting and auditing through clause-level data.

= Ensures compliance by preventing clause deletion or renaming.

To add User-Defined Field (UDF) Clauses at the Contract Type level follow the below steps:
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1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to add User-defined Contract Clauses for and

that Contract Type will open up in the workspace.

n Manage Contract Types

Agrinabragon > Contract Trpes.

Contract Categories {80 Type) (oesene)
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Gas or Electre
= | Ty

» R Estate Expenditure Losse
Servica |
Service Comtract

Ereus 1o estasn fed erenng.

o™ o ries o0 summay Deag
Ok the * 1" 1o 804, ot and remave custom fiids, and i seiect miich fiskds & orous contain. Click “Save” b save ol thanges
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3. Scroll to the Predefined Contract Clauses tab.

« Use the search bar to find existing clauses if needed.

« Click the Add Custom Clause button to open the clause creation modal.

n Manage Contract Types
Agemsgrigs » Costradt Typsd
a [ . a
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CortractTine Saact frcew thus svadnble gera-dfionad chinstn ki by chuciinng Hvs o on v lesk wide of the parsl.
J0I30TI4161802478 n oss iy sl oyl sebutiens i, it b8 0 et Clinston [sriive Soed meaasadutiory By dulinalt socl mant e dasciiunted whan sdiing 5 camiret of ths Typs) i o opisad chisis [mactie sad rol masdsiiry by deei
T | st b scvevind b st Ve of e
CortrwtTige » Toadia . ek "l st Clawnn” Fad
T0IITTATADEI656T n Cin s unl-n favee o wddud 4 ancel be added i delwied. Fasse cene 8 degiie] Boied b add o el g dvater e se Fad.
vnLeate )
Flter imssed: 00t 1er Apply Finer  Show AN
B 1 Saey
FL_ETI0_Qlprod -
LAESDGT - Alteratron Enchumeon: | Defwss LAB4OOTS < LAEA0OTS Irhuion: | Defash
AreLt- 1268
LA sgnificant contrect LABH00TCategany - LAGHDOTClasse Brchomion: | Cefest LABADOTCategory - LASECOT Claue Inchmion: | Defast
Mon LA Segnificart contract
Land - digranonsg Erchegpn; | Defast Land - Buddeng Denpty Irschuspon || Defaclt
eAra- 15
Ben LA Sagrficant pontrest Land - Flage dowa Bty Erchugean:  Dofask ] Linnad -+ Hopgh Lot irdupen; Dofs .
ik hcETacE type
Lid « trrwestrnent [rtensty Erchaiisn: | Deefwak Lasd « Wew oo Anchison: | Defest
rom=2
[ Lacd - Ristic of Gewen Ares Enchemion: | Eelialt Hw oo - Hew one Inchion: | Defeslt
Cerarasd3
E Property - WEErstions Brchonan; | Dol Progerty - Assagremant Sublesss Inchusion; | Defasht
Test-932
mase For Cissse Fropeimy - Bads Fear Bechagoprt| Dofust Progerty - Conbilentiably Inthuebetn| | Dufaclt
Expanditurn Lussa Clows Freperty « Earty Termunaton Snchasion: | Delwst Property - sy termnation penaity Archuion: | Defash
AAreit- 1366
[ - Teebds Proparty - Emargancy Ganeratar Erchomean: | Ol Proparty - Estogpe Irchumon: | Defaah
Zoniract 40 Prownrta « i Musrk Brchonian: | Dl - Pernacty - msidonnr Trebsrnn: | Gl >
ACCTERG 540 c .
T
P Swve Contrwnt Trge
- *

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware 62

4. Add a Custom Clause
¢ Inthe Clause Creation Modal,

a. Select the clause Category.

b. Select an existing ad hoc clause (e.g., Property Security Deposit, Renewal Details) or
create a new Clause (e.g., Early Termination, Outgoings) by clicking Add and Select?

I o. Note: Note: Both are mandatory.

» The system validates entries and prevents duplication within the same contract type.

» Click Save to confirm. A confirmation message will appear, and a notification will remind you
that changes apply only to new contracts.

m Manage Contract Types

[ o Note:

* Clause dropdowns in contracts include Predefined Clauses, UDF Clauses and Ad hoc Clauses.
Previously selected clauses appear at the top of the list for quick access.

« Clause names cannot be edited once created.

* UDF clauses cannot be deleted to preserve historical integrity.

5. Update Clauses and Save Contract Type

» Use the search bar to quickly locate clauses.
« Select and apply relevant clauses to the contract type.
» You can update whether a clause is optional or default for new contracts.

« Click Save Contract Type to apply changes to all new contracts under that type.
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6. View Clauses in Contracts

» Create or open a new contract of the updated contract type.
« Navigate to the Clauses tab.

« You will see the newly added custom clauses listed under their respective Clause Category
and Clause Name.

The user defined clauses can also be exported via REPIW. The contract file downloaded using Bulk
Import will display the custom clauses under the appropriate columns (Clause Category and Clause
Name).

The user can also run the report to view all custom clauses applied across contracts while choosing
relevant fields such as Clause Category and Clause Name in the Contract Clauses data source of
Custom Report Builder.

Adding Cost Per Gross Rentable Area in
Custom Report

The calculation of Cost Per Area for cost categories is supported under the Current Cost section of a
contract. The users can also include this metric in Custom Reports, with support for unit conversion and
a dual-column format for clarity, giving property managers a powerful metric to evaluate the cost
efficiency of their real estate portfolio.

Cost Per Area (P.A.) is calculated using the below formula:

Cost Per Area (P.A.) = Per Annum Cost/ Gross Rentable Area

[ o Note:
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®  This formula helps to evaluate cost efficiency per unit of space (e.g., per acre, per sq. ft).

® |f Gross Rentable Area is not configured, the Cost Per Area field will appear blank.
The following are the key benefits of generating custom reports with cost per area:

® Enables accurate portfolio-level insights.
®  Standardizes cost metrics across properties.

® |mproves reporting clarity and usability with dual-column formatting and unit conversion.

Follow the below steps to generate the custom report with Cost Per Area (P.A.):

1. From the Top NavBar, select Administration and then click on the Contract Types tile.

2. Inthe Action Panel, click the Contract Type you want to add cost per area for and that Contract
Type will open up in the workspace.

a Manage Contract Types

Bdminigtraticn > Contract Typas

. .
c:':l"l‘?f‘"fawwnﬁ - Real Estate Expenditure Leage (#917ee) (o

64

3. To Select/ Add Custom Fields, add or confirm the Rentable Area (Gross) under Measurements.

4. Save the configurations.
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n Masage Contract Typed
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5. Create or import a new contract.

6. Ifthe Gross Rentable Area is missing or set to zero, the system will not calculate the Cost per
Area and a warning message is displayed: “Warning: Missing Data - Rentable area (Gross) is
required to calculate the Cost per Rentable Area P.A. Please enter a value.”

7. Enter the Rentable Area (Gross) (e.g., 50 acres) and save the contract.

8. The Cost Per Area will now be calculated and displayed.

Home Management Reporting Administration

Group 1
Rentable Ares (Gross): B0 1] roes
Incentives

Taitial Costs

Make Good Casts

Break Termination Penalties.

Cantract Term and Options: (cort

Option Lxercse Dates. ierm/Option State

Lén Motes
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Intal Term o1/61/2025 () - | 300472026 5] s Int.al Term
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Mate: Omly the last act

D) s B T LARTIOARS it b 1ing  may be CRaRGas. Cnly revamist Wa Tha lash Betenas e My ke actones
To aot o acton previn .

i+ yons e ravet Wl folloong actiorec evwin o unkock ta

Date Type Detase State Actions

01/01/2028 Cemmenang o Rent [RENT]: Pad [n Advence Monthly on the 1st of the menth, $25,000.00 USD + $0.00 USD Me Tax ($300,000.00 USD RA. ex Tax) Commenauirg Edd
Aéd Keview

] Payable Contract Break Optians

9. After saving, return to the contract page. The Cost Per Area field will display the calculated value
(e.g., 6000 USD per acre).
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Invoice Types

Real Estate Manager allows you to define Invoice Types that have a standard set of Custom Fields. You
can define payable and receivable Invoice Types. After you define an Invoice Type, you can define a
series of custom fields for a common Payable invoice type such as Water or Electricity, or a common
Receivable invoice type such as that for a Tenant who is regularly billed for a particular set of costs.

Administration Workspace and Master Data

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

6 Bl o ® ° ° ° ® ® ® ®
e Btk Bl ette (lplass
Cast Catogaraes Aszet rpes Comtract Types zveice [Tees hvezian: e e Taz Dorwniaas FIW - Low gt

The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.

Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.

Asset Types Organizes assets into categories that group different types of assets.
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Management Tiles Description

Organizes contracts or agreements into groups that have similar
Contract Types 9 . 9 group

characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.

R Defines your business structure along with the associated accounting

Divisions

codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.
Bulk One-time Invoices _ o

Uploads one-time payable invoices in bulk.
Upload

Adding an Invoice Type and Custom Field
Groups

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Invoice Types tile and the workspace opens.

Invoice Types

3. From the Invoice Types workspace, click the Add new Invoice Type link.

ZleaseAccelerator ST, Management ~ Reporting Administration \l ]
Manage Invoice Types
Administration > Invescs Types
Direction Actions
Basic Invoice Bath S T

4. Enter a label for the Invoice Type in the Name field.
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Add Invoice Type

administration > [valce Trpes > Add/Edit Invoice Type

Name
Invoice Type valid for All Invoices Receivable Payable

Invoice Fields

Add groups and drag and drop to establish the crdering of groups on summary and edit pages. Drag and drop rows within and between groups to establish field ordeding.

1
Click the * §gF " to add, edit, and remove custom fields, and to select which flalds a group contains. Click “Save” to save all changes.

X)) Mo customn field groups have been added for this invoice type. Click here to add ane now
L

Save Back

5. Click the appropriate Invoice Type valid for tab:
a. All Invoices — The Invoice Type is available for use as both a payable and a receivable.

b. Receivable — The Invoice Type is used only for invoices for which you receive payment.

c. Payable — The Invoice Type is used only for invoices that you pay.

6. Click Save. The Invoice Type displays on the Invoice Types workspace.

iLeaseAccelerator [JETRRs Management = Reporting Administration

Manage Invoice Types

Adeninistration > Ifvoice Types

TInvoice Type Direction Actions
Basic Invaice Beth Eil | Delete
Electric Fayable Edt | Delete
Sublease Rent Recenvabie Ect | Delete
Acd new loyice Type

7. Toadd Custom Fields to the Invoice Type, click the Edit link for the appropriate Invoice Type.

a Edit Invoice Type

Admiristration > Invoice Tepss > Add/Edit Irvoloe Type
Name Etectric
Invoice Type valid for All Invoces. Receivable Payable

Invoice Fields

Payable

A4 groups and drag and drop to establish th ordering of Groups on SUMTary and et Pages. Drag and drop rows within and betwasn greugs to establish fiald crdaring,

»
Cilck the “ " to add, edit, and remove custom fields, and to select which fleids 2 group contains. Click “Save” to save all changes.

3 Mo custom fleld groups have been added for this knvoice type. Click hare to add one now

8. Custom fields are organized into Custom Field Groups. To create the first custom field Group, click
the here link.

‘ .z) No custom field groups have been added for this invoice type. Click here to add one now |
]

9. Inthe Add New Custom Field Group pop-up, enter a name in the New Group Caption field.
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Add New Custom Field Group x

New Group Caption:

Okay Cancel

A4

10. Click Okay. The Custom Field Group displays on the Invoice Types workspace.

Invoice Fields

Payable

Add groups and drag and drop to establish the ordering of greups on summary and edit pages. Drag and drop rows within and between groups to establish field ordering.
Click the =¥~ to add, edit, and remowve custom fields, and to select which fields a group containg. Chck “Save” to save all changes,

Add New Group Select Custom Fields In Groups @

Base Charges (edit)

Data Type Required Allow Multiple Default Value
Drag and drop custom fields here...

Save Back

11. After the first Custom Field Group has been added, the Add New Group and Select Custom Fields
in Groups buttons display to allow you to add more Custom Field Groups or associated Custom
Fields with each Custom Field Group.

12. Click Save.

13. To create additional Custom Field Groups, click Add New Group and repeat steps 9-10.

14. Click Save. You can now begin to associate Custom Fields with each Custom Field Group.

Editing an Invoice Type

After an Invoice Type is created, you can edit the name of the Invoice Type, change whether the Invoice
Type applies to Receivables, Payables, or All Invoices, and add, edit, or delete Custom Fields.

1. From the Top NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.

;‘Leusehccetemwr Home Management

Reporting Administration e Search Tema: \I

Manage Invoice Types

fdministration > Imvoice Types
Direction Actions
Basic Invoice Bath Edt | Delete
Electric Payable Edit | Delete
Sublease Rent Recelvable Edt | Delete
Add new Invoice Type

3. Click the Edit link next to the Invoice Type for which you want to edit.
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Administration > Inveice Trnes > Add/Edit Invoice Type
Name Uinilites.

Invoice Type valid for All Invoices | Receivable Payable

Invoice Fields

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and batween groups to establish fiald ordering.

Click the " ¥ " to add, edit, and remove custom fields, and to select which fields a group containg. Click "Save” to save all changes.

Add New Group Select Custom Fields In Groups &

Base Charges (edit)

Field Name Data Type | Allow Multiple [ Default Value
Index Base Date Date No No - not set - edit | remove
Base Index Decimal No No - not set - edit | remove
Drag and drop custom fields here...

Use Charges (edit)

Field Name Allow Multiple Default value

4. Inthe Name field, edit the label for the Invoice Type.

5. To change the identification of the Invoice Type as All Invoices, Payable, or Receivable, click the
appropriate tab to highlight the identifier you want to use.

Note: The tabs available for selection depend on whether the Contract Type was defined
for All Invoices, Payables, and/or Receivables. If the Invoice Type was created only for
Payable Invoices, the Receivable tab will not be activated and available for selection.

6. Click Save. The Invoice Type is updated.

Deleting an Invoice Type

1. From the Top NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.

ZleaseAccelerator IR Management =~  Reporting Administration

Manage Invoice Types

administration > Ivokce Types
Invoice Type Direction Actions
Basic Invoice Both Edt | Delete
Electric Payabie Eat | Delete
Sublease Rent Recervabie Edt | Delete

Add new bnrvaice Tvoe

3. Click the Delete link next to the Invoice Type you want to delete.

4. Click Okay to delete the Invoice Type. The Invoice Type is removed from the Invoice Type
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workspace.

Delete Invoice Type ®

Are you sure you want to delete this invoice type?

Y

Editing a Custom Field Group

1. Click the Invoice Types tile and the workspace opens.

|

ZleaseAccelerator e

Manage Invoice Types

Administration > Imoice Types

Invoice Type Direction Actions
Basic Invoice Both Edht | Delete
Electric Payable Edit | Delete
Sublease Rent Receivable Edat | Delete

new Invoice Type

2. Click the Edit link next to the Invoice Type for which you want to edit a Custom Field Group.
Administration > loveice Ties > Add/Edit tnvoice Type

Name Utiites
Invoice Type valid for All Invoices |  Receivable Payable

Invoice Fields

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and between groups to establish fisld ordering,

L)
Click the “§F " to add, edit, and remeve custom fields, and to select which fields a group contains, Click "Save” to save all changes,

Add New Group Select Custom Fields In Groups &

Base Charges (edit)

Field Name [ Data Type i
L] No - mot set - £ | remove

Date
Decimal Ko No - not set - edit | remove

Index Base Date

Base [ndex

Drag and drop custom fields here...
Ordering: 2

Use Charges (edit)
Allow Multiple Default Value Actions

Field Name | Data Type Required

3. Click the appropriate tab as follows:

a. Payable — The new Contract Category is available to contracts that you pay.

b. Receivable — The new Contract Category is available to contracts for which you are paid.

4. Click the edit link next to the Custom Field Group you want to edit. The Edit Custom Field Group
pop-up opens.
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o
Edit Custom Field Group x

Label Base Charges
Visible [

Remove Group Cancel

4

5. Inthe Label field, edit the name of the Custom Field Group.

6. Click the Visible checkbox to display the Custom Field Group on the Invoice or click the Visible
checkbox to remove a checkmark to prevent display of the Custom Field Group on the Contract.

7. Click Okay. The Custom Field Group is updated.

8. Click Save to save the updates to the Custom Field Group.

Deleting a Custom Field Group

A Custom Field Group can be deleted. When a Custom Field Group is deleted, all Custom Fields
assigned to it are also deleted.

1. From the NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.

y|

ZLeaseAccelerator [T N o I

Manage Invoice Types

fdministration > Imvoice Types
Invoice Type | Direction Actions
Basic Invoice Bath Edt | Delete
Electric Payable Edit | Delete
Sublease Rent Recelvable Edt | Delete
Add new Involce Type

3. Click the Edit link next to the Invoice Type for which you want to delete a Custom Field.

Administration > Inveice Trnes > Add/Edit Invoice Type

Name Utiites
Invoice Type valid for All Invoices | Receivable Payable

Invoice Fields

Add groups and drag and drop to establish the ordering of groups on summary and edit pages. Drag and drop rows within and batween groups to establish fiald ordering.

Click the " ¥ " to add, edit, and remove custom fields, and to select which fields a group containg. Click "Save” to save all changes.

Add New Group Select Custom Fields In Groups &

Base Charges (edit)

Allow Multiple [ Default Value
No - ot set - edit | remove
No - ot set - edit | remove

Field Name Data Type Required
Date No
Decirmal Ko

Index Base Date

Base [ndex
Drag and drop custom fields here...

Use Charges (edit)
Data Type Required

Allow Multiple Default value

4. Click the appropriate tab as follows:
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a. Payable — The new Contract Category is available to contracts that you pay.

b. Receivable — The new Contract Category is available to contracts for which you are paid.

5. Click the edit link next to the Custom Field Group you want to delete.

6. To delete the Custom Field Group, click Remove Group.

| Edit custom Field Group %x |
| Label | Monthly Fees l
Visible U
Show as Tab O

Remove Group Cancel

4

7. Click Confirm. The Custom Field Group no longer displays.

| confirm Group Removal x ‘

| This will permanently remove the group and all mappings. Are you sure you want to remove
| this group?

4

8. Click Save to update the Invoice Type.

Adding Custom Fields for an Invoice Type

Custom Field Group

Real Estate Manager provides a set of default Custom Fields that you can associate with an Invoice
Type. See Appendix: Default Custom Fields for a list of Default Custom Fields and how to configure
them. You can also create Custom Fields, which is discussed in the subsequent section.

74

To learn more about the default custom fields available with Real Estate Manager, view Default Custom

Fields.

1. From the NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.

;LeaseAccelerator T, Management ~

Reporting Administration

Manage Invoice Types

N|

Adminéstration > Involce Types

Basic Invoice Bath Edet | Delete
Electric Payabile Edt | Delete
Sublease Rent Receivable Edit | Delete

Add new lavolee Type
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w

Click the Edit link for the Invoice Type for which you want to add Custom Fields.

&

Click the appropriate Invoice Type valid for tab:

a. Receivable — The Invoice Type is used only for invoices for which you receive payment.

b. Payable — The Invoice Type is used only for invoices that you pay.

o

Click the Gear icon and the Select/Add Custom Fields pop-up opens.

n Fields In Groups &

6. Click the checkbox(es) for the Custom Fields you want to add to a Custom Field Group.

Select/Add Custom Fields x

Aggregate

Contact

Assignment/Sublet Project Manager
Assignment/Sublet Primary Contact

Currency

ax Base Amount
OPEX/CAMS Base Amount

Date

Add New Field Confirm Selection

4

7. Click Confirm Selection. The selected Custom Fields display on the Edit Invoice Type workspace.
All selected Custom Fields automatically display under the first Custom Field Group.

[ o Note: A Custom Field can only be associated with one Custom Field Group.

8. Columns at the top of each Custom Field Group show information about the Custom Fields:

a. Field Name — label for the field

b. Data Type — type of information and format for the data

c. Required —whether the field is required to have at least one value entered
d. Allow Multiple — whether more than one value is permitted to be entered

e. Default Value — value that automatically fills the field
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B Edit Invoice Type
Adminiitaion » ik Trees » ATt Lavoloe Typr
Hame preere
Inveice Type valld for

Invoice Fields

2 1astom Belds here...
i Electric Charges (edit) _ _ Ordering: 2

9. To move a Custom Field to another Custom Field Group, drag and drop the Custom Field to the
location within the Custom Field Group.

10. To order the Custom Fields within a Custom Field Group, drag and drop a Custom Field within the
Custom Field Group.

11. Click Save to save the Custom Fields you added to the Invoice Type.

Creating Custom Fields for an Invoice Type

To learn more about the default custom fields available with Real Estate Manager, view Default Custom
Fields.

1. From the NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.

ZLeaseAccelerator JETINAS Management ~  Reporting Administration Enter Search Terms N

Manage Invoice Types

Administration > Invoice Types

Basic Invoice Both Edit | Delete
Electric Payable Edit | Delete
Sublease Rent Receivable Edit | Delete

Add new Invoice Type

3. Click the Edit link next to the Invoice Type for which you want to create a new Custom Field.

4. Click the appropriate Invoice Type valid for tab:

a. Receivable — The Invoice Type is used only for invoices for which you receive payment.

b. Payable — The Invoice Type is used only for invoices that you pay.

Select Custom Flelds In Groups &

5. Click the Gear icon.

6. Inthe Select/Add Custom Fields pop-up, click Add New Field.
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7. From the Add New Custom Field pop-up, enter a name for the New Custom Field in the Label for
Field data field.

il Add New Custom Field X

Label For Field: (| |

Field Data Type: Number v

Enter the range for the number of values that can be provided for this field. A minimum of 0
3) indicates an optional field, while a maximum of 0 means unlimited. Most fields should have a
maximum of 1. This settings has no effect for derived fields such as Aggregate custom fields.

Mumber of Values: | 1

| Field Configuration

Minimum Value:

Maximum Value:

Prefix:

I A

suffix:

Save Cancel

4

8. From the Field Data Type drop-down, select the type of data to be entered:

« Aggregate — combines data at the parent level for all child levels for a specific data field
» Contact — information for a person

e Currency — type of currency used

» Date — date related to the transaction

e Decimal —formats numbers that use decimals

» Lookup — provides a list of values for selection

¢ Number —numerical characters

e Text— alpha/numerical characters
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14.
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« YesNo - binomial response is the only available selection for the field

» Measurement - reflects size

* Regex —regular expression

+ MeasurementAggregate — combines measurement data at the parent level for all child levels

In the Number of Values field, enter minimum and maximum number of values that can be entered.

a. A minimum of O (zero) indicates that the Custom Field is optional and not a required field.
Enter at least 1 to make the Custom Field a required field.

b. A maximum of O (zero) indicates that the number of values is unlimited. Most Custom Fields
should have a maximum value of 1.

The Field Configuration section defines acceptable values for input. The Field Configuration differs
depending on the Field Data Type selected. See Configurations for Custom Fields in the Appendix
that describes each Field Configuration and the options available for each.

From the Add New Custom Field pop-up click Save to save the new Custom Field and the
configuration settings.

Click the checkbox for the new Custom Field that displays in the appropriate section on the
Select/Add Custom Fields pop-up

Note: Add a new Custom Field does not automatically associate the Custom Field with
the Invoice Type. You must click the checkbox for the new Custom Field on the
Select/Add Custom Fields pop-up to associate it with the Invoice Type.

Date

Return Date

|| Sublet Date

|| Date Assignment/Sublet Requested
|| Lease Last Update Date

|| Indexed Adjustment Date

Index Base Date

From the Select/Add Custom Fields pop-up, click Confirm Selection. The new Custom Field
displays on the Edit Invoice Type workspace in the first Custom Field Group and can be moved to
any other Custom Field Group.

Click Save to save the Custom Fields you added to the Invoice Type.
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Editing a Custom Field Default Value
After a Custom Field is assigned to a Custom Field Group, you can edit the default value.
1. From the NavBar, select Administration.
2. Click the Invoice Types tile and the workspace opens.
ALeaseAccelerator | N|
Pr e ——— .mm -
o i e

Add new lnvoice Type

3. Click the Edit link next to the Invoice Type for which you want to edit a Custom Field.
4. Click the appropriate tab as follows:
a. Payable —invoices that you pay

b. Receivable —invoices for which you receive payment

5. Click edit for the Custom Field you wish to update.

6. Editthe Custom Field default value.

Edit Custom Field Mapping x

' Custom Field: Pro Rata Share %-Bldg |

. Dpata Type: Decimal

1 Default Value:

[ 4

7. Click Okay. The default value is saved.

8. Click Save to update the Invoice Type.

Deleting a Custom Field

1. From the NavBar, select Administration.

2. Click the Invoice Types tile and the workspace opens.
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ﬁLeﬂseAcce[erﬂwr Home Management Reporting Administration

N |

Manage Invoice Types

Administration > Imvoice Types

Invoice Type Direction Actions
Basic Invoice Both Egiet | Delete
Electric Fayabile Edit | Delete
Sublease Rent Recelvable Edt | Delete

4dd new lnvaice Type

3. Click the Edit link next to the Invoice Type for which you want to delete a Custom Field.

4. Click the appropriate tab as follows:

a. Payable —invoices that you pay

b. Receivable —invoices for which you receive payment

5. Click the remove link in the row for the Custom Field you want to delete.

6. Click Save to update the Invoice Type.
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Divisions
Real Estate Manager allows you to define your business structure as Divisions and Subdivisions to

apportion costs to different Divisions and Subdivisions. You define the apportionment percentages for
each Division and Subdivision.

Administration Master Data and Master Data

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

6 B o ® o e ® ° o ° ®
o Bulk Peles ke paste Gon
Ciast Esbmgoris Rzoet Brpez Lostract Trpe: eezier Prpes vizisn: Coctracting T [ ¢ L= Locitaon

The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.

Management Tiles Description

Cost Categories Data related to any payable or receivable associated with an asset.
Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
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Management Tiles Description

Invoice Types Organizes invoices (either payable or receivable) into groups.
. Defines your business structure along with the associated accounting
Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.

Bulk One-time Invoices
Uploads one-time payable invoices in bulk.
Upload

Adding a Division and Subdivision

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Divisions tile and the workspace opens.

Divisions

3. To add a Division, click the Click here or Add Division link.

;LWSEACCQWMWV Home Management *  Reporting Administration : \I

Manage Divisions

Administration > Divisicns

| AccountingCode ________________________________|_subdivisions | ______ Actions______|

No divisions are currently defined. Click here to add one.

Add Divisign

4. Enter a label for the Division in the Division Name field.

Add Division x

Division Name: |

Accounting Code: |

Add Cancel

5. Enter an identifier in the Accounting Code field.

6. Click Add. The Division added displays in the Divisions workspace.
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Manage Divisions
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Administration > Divisions

Accounting Code
HQ Finance - AP Cost Center 1 HQAPODL

Add Division

7. To add a Subdivision, click the subdivisions link.
8. Click the Click here or Add Subdivisions link.

9. Enter a label for Subdivision in the Subdivision Name field.

Add Subdivision x
|

| Subdivision Name: |

J
| Accounting Code: | |
Business Unit: | |

Currency: Please Select Currency

Add Cancel
| ] 4

10. Enter an identifier in the Accounting Code field.

11. Optionally, enter a label in the Business Unit field.

12. Optionally, select a currency from the Currency drop-down.
13. Click Add.

14. Click Close and your Division and Subdivision have been added.

Editing a Division or Subdivision
1. From the Top NavBar, select Administration.
2. Click the Divisions tile and the workspace opens.

3. To edit a Division, click edit for the Division you wish to edit.

Edit Division x

Division Name: |HQ Finance - AP Cost Center 1

Accounting Code: |HQAPOO1

Save Cancel

4

4. Update the data as needed and click Save.
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. To edit a Subdivision, click Subdivisions for the Division you wish to edit the Subdivision.

Edit Subdivisions x
Accounting Code | _Business Unit

HQ Finance - AP Cost Center 1-1 HQAPDO1-1 ACME Building  United States Dollar  edit | delete

ld Subdivision

Close

In the pop-up, click edit again for the particular Subdivision you wish to edit.

. Update the data as needed and click Save.

. Click Close and the Subdivision and Division are updated.

Deleting a Division or Subdivision

1.

2.

5.

6.

From the Top NavBar, select Administration.
Click the Divisions tile and the workspace opens.
Click the Delete link next to the Division you want to delete.

Click Okay to delete the Division.

Note: Divisions attached to apportionments cannot be deleted. When a Division is
deleted, all Subdivisions are also deleted.

Delete Division x

Delete division?

This will delete the division and all subdivisions.

Note: Divisions attached to apportionments cannot be deleted

Cancel

4

To delete a Subdivision, click subdivision link.

Click delete for the Subdivision you wish to delete.
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Edit Subdivisions x

Accounting Code |_Business Unit |_Currency
HQ Finance - AP Cost Center 1-1 HQAF001-1 ACME Building  United States Dollar ,ﬁdi_til delete

Add Subdivisi

Close

7. Click Okay to delete the Subdivision.

o Note: Subdivisions attached to apportionments cannot be deleted.

E Delete Subdivision x
!
i

| Delete subdivision?

{ Note: Subdivisions attached to apportionments cannot be deleted

cacs

8. Click Close.
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Contracting

The Contracting function allows you to create and maintain information about Certifications and
Contractor Roles using the Contracting workspace. REM also allows you to link Certifications required
for specific Contractor Roles.

learn more about Master Data and the Administration Workspace.

Manage Contracting

Administration > Manage Contracting

Certifications

e L certaaton ame T
Maintenance Electrical Egit | Delete
Maintenance Water/Sewer Egit | Dolete

Add new certification

Contractor Roles

Reguired Certifcations T

Electrician = Electrical Egit | Delete

Add new contractor rols

Adding a Certification Group

Certifications are maintained in Certification Groups and multiple Certifications can be added to each
Certification Group. A Certification must be assigned to a Certification Group.

1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Contracting tile and the workspace opens.

S

Contracting

3. To add a Certification Group, click the Add New Certification link.

4. Enter a name in the Certification Group field. If the Certification Group doesn’t exist, you may click
Add and select? to create the new group.

D Flease complete the certification details.
=~ Bold fields are required.

Certification Group Please select an option

| Certification Name Plumby Q|| |
No matches found.

A lal lect?
Save Cancel

A

5. Click Save. The Certification Group displays on the Contracting workspace.
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Adding a Certification

1. From the Top NavBar, select Administration.
2. Click the Contracting tile and the workspace opens.
3. Click the Add New Certification link.

4. From the Certification Group drop-down, select the Certification Group to which you want to Assign
the Certification.

Lot
D Please complete the certification details. ‘
Bold fields are required.
Certification Group Please select an option
Certification Name | Q __

Save Cancel

A

5. Enter a name in the Certification Name field.

6. Click Save. The Certification displays with the appropriate Certification Group.

Editing a Certification

1. From the Top NavBar, select Administration.

2. Click the Contracting tile and the workspace opens.

3. Click the Edit link for the Certification you want to edit.

4. In the Edit Certification pop-up, update information as necessary.

5. Click Save.

Deleting a Certification

1. From the Top NavBar, select Administration.
2. Click the Contracting tile and the workspace opens.
3. Click the Delete link for the Certification you want to delete.

4. Ifthe Certification is not registered with a Contract or assigned to a Contractor Role, the Certification
is removed.

5. If the Certification is registered with a Contract or assigned to a Contractor Role, a pop-up will
appear asking if you are sure you want to delete. Within the pop-up, you will be informed of how
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many registered certificates and contractor roles are linked to the certification.

e ]

Cannot automatically remove certification

Unable to delete certification. There are currently 0 registered
certificates and 1 contractor roles linked to this certification

Are you sure you want to remove this certification?

—

A

6. If you still want to remove the certification, click Okay.

Adding a Contractor Role and Assign a
Certification

A Contractor Role is used to group related Certifications.

1. From the Top NavBar, select Administration.
2. Click the Contracting tile and the workspace opens.
3. Toadd a Contractor Role, click the Add new contractor role link.

4. Enter a label for the Contractor Role in the Role Name field.

Note: Certifications that have been defined are listed on the left of the Add Contractor

Role pop-up. Certifications that have been assigned to the Contractor Role are listed on
the right of the Add Contractor Role pop-up.

| Add Contractor Role x §
R E—

| 1) Plaase salect ary centifications that are required to qualify for this contracter role
Electrical

Inspection

5. To assign a Certification to the Contractor Role, click the appropriate Certification on the left side.
The selected Certification will display on the right side.

6. Click Save and the new Contractor Role along with the required certifications will display.

insightsoftware.com
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Editing a Contractor Role

After you add a Contractor Role and assign Certifications, you can add more Certifications or remove

Certifications and change the Contractor Role name.

1. From the Top NavBar, select Administration.
2. Click the Contracting tile and the workspace opens.

3. To edit a Contractor Role, click the Edit link.

4. Edit the Role Name as necessary or add additional Certifications.

| Edit Contractor Role x |

Role Name Electrician

[ 2) Please select any certifications that are required to qualify for this contractor role

| Maintenance Maintenance
Water/Sewer Electrical

Save Cancel

5. Click Save and the Contractor Role will be updated.

Deleting a Contractor Role

1. From the Top NavBar, select Administration.
2. Click the Contracting tile and the workspace opens.

3. Todelete a Contractor Role, click the Delete link.

89

4. Ifthe Contractor Role is assigned to a Contact, you will receive a pop-up asking if you are sure you

want to delete. The pop-up will indicate how many contractors are assigned this particular

Contractor Role. If you proceed to delete, those Contractors will no longer have a valid Contractor

Role assigned to them.
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C t aut tically r contractor role

Failed deleting contractor role, the role is assigned to 1 contractors

Are you sure you want to remove this role?

| Okay Cancel

A J

5. Click Okay to delete the Contractor Role or Cancel to abort.
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Tasks

The Tasks feature in Administration allows you to link specific users with Tasks for assets. Tasks can be
defined for an Asset in order to track activities that are associated with a particular asset. The Task tab
within an Asset allows you to define, record and track tasks that are specifically tied to an asset and
contract. Using Tasks, Real Estate Manager may be used to ensure that deadlines are managed
throughout the portfolio.

'[I;he Administration Workspace and Master
ata

The Administration workspace establishes a global configuration for your data and how you want to
organize your real estate portfolio. After you complete configuring your data, it is available to use to add
assets (properties), contracts and leases, invoices, compliance requirements, and financial data such
as cost centers and budgets. You may also then use the Real Estate Portfolio Intake Workbook
(REPIW). You may continue to configure your data as your real estate portfolio changes by adding new
data structures and removing others. The data that you configure in the Administration workspace is
referred to as Master Data because it is available throughout REM.

About Master Data

Master Data is the set of data fields that you define and group under various data structures. For
example, in Real Estate Manager you can define different types of invoices and associate specific data
fields with each type of invoice. Master Data is unique to each client and must be defined prior to using
Real Estate Manager. After the initial set up, Master Data can be edited, new Master Data can be added,
and existing Master Data can be deleted. Master Data provides a consistent data structure across your
portfolio while allowing for differences among different assets. Master Data makes managing your
portfolio easier and more efficient.

Administration Workspace

The Administration workspace allows you to create and manage your Master Data in the system. To
access the Administration workspace, from the Top NavBar, click Administration.

O |l || & | &| & & | & & & & 3

The Administration workspace tiles provide access to functions used to configure the Master Data as
listed in the following table.

Management Tiles Description
Cost Categories Data related to any payable or receivable associated with an asset.
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Management Tiles Description

Asset Types Organizes assets into categories that group different types of assets.
Organizes contracts or agreements into groups that have similar
Contract Types 9 - 9 group
characteristics.
Invoice Types Organizes invoices (either payable or receivable) into groups.
oL Defines your business structure along with the associated accounting
Divisions
codes.
Contracting Defines the types contractors and any related certifications.
Tasks Links users with tasks for Assets.
Bulk Import Imports contract files in bulk.
Bulk One-time Invoices
Uploads one-time payable invoices in bulk.
Upload

Linking Users for Tasks
1. From the Top NavBar, select Administration. The Administration workspace opens.

2. Click the Tasks tile and the workspace opens.

Tasks

3. From the Link System User to User Tasks drop-down, select the user you want to link to the Tasks

function.
;leaseAccelerator e Management +  Reporting Administration ] I
Link System User to User Tasks
O——

4. Click Link User. The user will be available to assign to a Task added for an Asset.

Tasks Tab within an Asset

The Tasks tab within an Asset allows you to define Tasks, assign them to a specific person, and
establish a schedule for them. It is within this workspace where all current, non-completed tasks are
presented. The assignor of the task can choose to notify assignee of the task via an email notification
when a new task is added or any existing task is edited, deleted, or reassigned to a different user. It is
here where you can add a new task, mark a current task complete, edit a current task, delete a current
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task, search for tasks, or reorder the task list. Tasks that have already been marked as complete can be
accessed here as well.
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Adding a Task

1. From the Top NavBar, select Management, then select Assets to open the Asset workspace.

2. Inthe Action Panel, click the Expand Tree icon to display the Asset for which you want to add a Task
and click the Asset.

3. Click the Tasks tab.

[ Lo [ o [ [ [ = I

On or after: [29/07/2021)[5) for 3 |[ Months v

Status: Incomplete
Include Overdue?

Search | Search

Term:

Asset Tasks (due between 29/07/2021 and 30/10/2021, including tasks overdue by 29/07/2021) Add Task

[ Complete | Category | Subject | Desaiption | AllocatedTo | __ Dusbats | ___Actions |

No matching tasks could be found

4. Click Add Task.

5. From the Category drop-down, select the appropriate Category.

Note: As you enter characters in the Category field, Categories that match the characters

display.
Add Task x
Category EOT DATES v
Subject |Check the renewal terms
Description Confirm the renewal terms. Attach
the documents once reviewed.
s
Allocated To [ karan 2 (ksehgal2) v ]

Escalation Path

Due Date @no pate) | |iz) U add Multiple Due Dates?

Files
Uploaded On | File Name | Description | Expires on | Actions |

There are currently no attached files
Manage attached files

Notification Motify the user by email that a task has been assigned or updated?

Save Cancel

6. Toadd a new Category, enter the label in the Category field and click the Add and select? link. The
new category will be added.

7. Enter alabel for the Tasks in the Subject field.
8. Enter information about the Task in the Description field

9. From the Allocated To drop-down, select the person to whom you want to assign the task.
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10. To add a new person, enter the name in the Allocated To field and click the Add and select? link.
The person will be added.

o Note: The person you allocate a task to does not have to be a user. Entering staff
responsible for tasks can be used by the asset manager for tracking purposes. However,
to receive email notifications, the assignee needs to have a valid email address and
access to the system.

11. To define a Due Date for the tasks, select the appropriate option.
12. Select the No Date radio dial if no date is defined.

13. To define a single due date, click the blank field or the Calendar icon to display the calendar and
select the appropriate date.

14. To define more than one due date, click the Add Multiple Due Dates? checkbox. To enter a start
date, click in the blank field or use the Calendar icon to display the calendar and select the
appropriate date.

15. To attach a document to the Task, click Manage Attached files.

Manage Attached Files x

Manage Files

View All Files

Right-click folder and file rows for more options.

-
Any folders with no files will be removed upon leaving this page.

4 .
©  Add New Folder o Upload New File I‘L Expand All Collapse All  |_JHide Expired

~ 1o O file

Close

16. Click Upload New File.

17. Populate the Description field.
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24. The email notification will be triggered for the following scenarios:
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| ) select a file to upload

Bold fields are required.

Description | |

File Name | Browse ...

Notes

Click Browse and navigate to the location of the file you want to attach, select the file, and click
Open. The file displays in the File Name field and message indicates that the upload is complete.

To define an expiration date for the file, click in the Expiry Date field or click the Calendar icon to
display the Calendar and select the appropriate date.

Enter information about the file in the Notes field.
Click Save.

Click Close in the Manage Files pop-up.

To notify the assignee via an email, check the Notification box. Users can unsubscribe from

96

notifications by unchecking the Notification box. For any existing task, users will need to manually

check the Notification box to receive updates.

Add Task x

Category EOT DATES
Subject Check the renewal terms
Description Confirm the renewal terms. Attach

the documents once reviewed.,

&
Allocated To Karan 2 (ksehgal2)
Escalation Path

Dua Date @o Date (] U ada Muliple Due Dates?

Uploaded On | File Name | Description | Expires On | Actons

There are currently no attached files

Files

Manage attached files

Hetification Notify the user by email that a task has been assigned or updated?

Cancel

a. When a new task is assigned to a user.

. When an existing task is reassigned to a different use.

b
c. When an existing task is deleted.
d

. When atask is updated or edited.
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25. The email will contain the following information:
a. Subject Line: The subject will indicate the nature of the notification (e.g., "A new task has been
assigned", "An existing task has been edited or reassigned", etc.).

b. Details Included:

« Category

Subject
o Description

¢ Asset details

Assignor details

« URL to the task tab section (Please login to the application before you copy and paste the
URL to the browser.)

[

v | Details | Contracts (1) | Apportionments | Compliance Tasks (1) | Files

Search

Status:

On or after: [ 29/07/2021|[F] for |9 Manths v
Incomplete v

Include Overdue?

Search

Term:
Asset

Tasks (due between 29/07/2021 and 30/04/2022, including tasks overdue by 29/07/2021) Add Task

m—_——m

Renewals Landscape Contract Renew the annual landscaping contract. Corinna Rost 01/01/2022 gdit | delete

26. Click Save to save the task and it will display.

Searching for a Task

Real Estate Manager allows a user to search for a particular task by due date, status, or subject.

1. From

2. Inthe

the Top NavBar, select Management, then select Assets to open the Asset workspace.

Action Panel, click the Expand Tree icon to display the Asset for which you want to add a

Task and click the Asset.

3. Click the Tasks tab.

4. Tose
a.

arch by status, from the Status drop-down, select the status for the tasks you want to display.

Incomplete — Task has not been marked completed in REM as of the date entered in the On
or after field.

Complete — Task has been marked completed in REM.

Overdue — Task has not been marked completed in REM and it is past the due date.

d. All - All tasks display with all status values.
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On or after: | 30/07/2021|[Z] for [3 Months .
Status: Incomplete v —_— -

Include Overdue?

Search | Search

Click the On or after field or the Calendar icon to display the calendar and select the beginning date
for the search.

In the going back field, enter the number of periods and select the period from the drop-down to set
the range of dates to search from the beginning date.

Note: To search Tasks, you must select a beginning date and length of time you want to
include in the search.

To include tasks that are overdue in the search, click the Include Overdue? checkbox.
To limit the search results based on a set of characters, enter characters in the Search field.

After you have entered the appropriate search parameters, click Search. The tasks that meet the
criteria display.

Note: You can combine search methods, such as searching for Incomplete tasks with
due dates in the next two weeks with the term “Inspection.”

Reordering the Tasks

1.

2.

From the Top NavBar, select Management, then select Assets to open the Asset workspace.

In the Action Panel, click the Expand Tree icon to display the Asset for which you want to add a
Task and click the Asset.

Click the Tasks tab.

To order the tasks list:

a. Click the Category, Subject, Description, Allocated To, or Due Date column headings to order
them in ascending order.

b. Click the same column heading again to reorder them in descending order.

Asset Tasks (pending and completed tasks due between 30/07/2021 and 31/07/2024, including tasks overdue by 30/07/2021) Add Task
| Complete | Catsgory | Subjest | Descripgtion | AllccatedTo | DusDats | _Actions |

Inspections Schedule Fire Marshall Inspection Schedule annual inspection Jergan Fulmer 01/04/2021 edit | gelete
Renewals Landscape Contract Renew the annual landscaping contract, Corinna Rost 01/01/2022 edit | gelete
Renewals Notify Landiord Send notification of intent to renew to Landiord, Corinna Rost 01/11/2023 adit | delete
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5. Click the On or after field or the Calendar icon to display the calendar and select the beginning date
for the search.

6. Inthe going back field, enter the number of periods and select the period from the drop-down to set
the range of dates to search from the beginning date.

Note: To search Tasks, you must select a beginning date and length of time you want to
include in the search.

7. Toinclude tasks that are overdue in the search, click the Include Overdue? checkbox.
8. To limit the search results based on a set of characters, enter characters in the Search field.

9. After you have entered the appropriate search parameters, click Search. The tasks that meet the
criteria display.

Note: You can combine search methods, such as searching for Incomplete tasks with
due dates in the next two weeks with the term “Inspection.”
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Completing a Task

When a task is completed, you can change the status to Complete.

1. From the Top NavBar, select Management, then select Assets to open the Asset workspace.

2. Inthe Action Panel, click the Expand Tree icon to display the Asset for which you want to add a
Task and click the Asset.

3. Click the Tasks tab.

Asset Tasks (pending and completed tasks due between 30/07/2021 and 31/07/2024, including tasks overdue by 30/07/2021) Add Task

——_——m

Inspections Schedule Fire Marshall Inspection Schedule annual inspection Jorgan Fulmer 01/04/2021 adit | delate
Renewals Landscape Contract Renew the annual landscaping contract. Corinna Rost 01/01/2022 adit | delete
Renewals Notify Landlord Send notification of intent to renew to Landlord. Caorinna Rost 01/11/2023 adit | delgte

4. To change the status of a task to Complete, click the checkbox in the Complete column for the
appropriate task(s).

Note: If you need to change the status back to Incomplete, display the task and uncheck
the Complete checkbox.

Editing a Task

After you add a task, you can continue to maintain information about the task.

1. From the Top NavBar, select Management, then select Assets to open the Asset workspace.

2. Inthe Action Panel, click the Expand Tree icon to display the Asset for which you wantto add a
Task and click the Asset.

3. Click the Tasks tab.
4. Click the edit link for the task you want to edit.
5. Edit the appropriate fields as necessary.

6. Click Save to update the task.

Deleting a Task

1. From the Top NavBar, select Management, then select Assets to open the Asset workspace.

2. Inthe Action Panel, click the Expand Tree icon to display the Asset for which you want to add a
Task and click the Asset.

3. Click the Tasks tab.
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4. Click the delete link for the task you want to delete.

5. Click Okay in the confirmation box. The task is deleted.
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Download Portfolio Import Workbook

Real Estate Manager provides the ability to download a current Real Estate Portfolio Import Workbook
(REPIW) that is pre-configured with Master Data from your instance of Real Estate Manager. This pre-
configured REPIW will automatically populate the drop-downs contained in various fields in the REPIW
with valid data that matches your instance.

The drop-downs in the REPIW for fields such as Asset Type, Contract Category and Subcategory, Cost
Category Group and Cost Category, among others, are pre-populated with valid values that match your
instance in all respects. The prevalence of validation errors caused by spelling and formatting errors is
greatly reduced, speeding the process of accurately importing your real estate data into Real Estate
Manager.

The tile to download the pre-configured REPIW can be found in the Administration workspace. Simply
click the tile and the system will automatically export the REPIW.

PLCEEELCEISEEY  Home  Management +  Reporting ~  Administration Pl enier Search Terms N I
‘Version 24R3.1

Administration

Cost Categories Asset Types Contract Types Invoice Types Divisions Contracting Tasks Download PIW

(] (] (] (] (] (] (] (] (]
Bulk Upload Bulk Update
Files Bulk Import Geo Location

(] (]
Bulk Custom
Tax Rates Fields Download
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Bulk File Uploads

Lease Accelerator now has the ability within Real Estate Manager to upload files in bulk rather than

individually. This new feature enables users to upload both Asset files and Contract files and attach
them to specific Assets.
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By default, this feature is turned off, but users may enable the feature through the Administration and
System Configuration workspace. See the steps below to learn how to enable this feature.

Enabling Bulk File Upload

If you wish to enable the Bulk File Upload feature, you must have access to the System Configuration
tile within the Administration workspace. If you do not, please reach out to your implementation
manager or Client Success Manager to assist.

1. From the Top NavBar, select Administration. The Administration workspace opens.

ileaseAccelerator

Administration

Management ~  Reporting Administration

S,

Cont Categsios At Types Comtract Types

2. Click the System Configuration tile and the workspace opens.

3. Find the BulkUploadFile option under AssetOptions and change the drop-down from false to true.

System Configuration Editor

Adminstraten > Systern Configurstion Editor

AssetOptions

Assets BusinessUnit. Contacts trut Cloar Custom Vabus Sheuld the System ute contacts for Rusingss Units (true/false)

Assets. LegalEntity. Contacis true * Sheouid the system use contacs for Leaal Enoties (true/false)
P Esnlo Dk P olod o ArtComracts Qo)

EnableNearmop P Set Custom Value Enable NearMap support in Asset Delails (Lrue/Talse)

4. Scroll to the bottom of the workspace and click Save Configuration Settings.

5. Once you have saved your configuration settings, go back to the Administration workspace and
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you should see the Bulk Upload File tile.

Administration

6. B ° o L L . o o L

Bulk Cplead System
Cosl Categories Asset Types Contract Types Lavoice Types Divisions Files

Uploading Bulk Files

Once the Bulk Upload File tile is visible in the Administration workspace, users may utilize this new
feature. See below for steps to preparing your zip file along with the steps to upload that file.

Creating the Zip File

Note: Users can only upload a zip file which is either for Assets or Contracts, you cannot have
both together.

Prepare Folders
1. Create a folder for each Asset or Contract that you want to upload files for on your computer.

2. The name of each folder should be the actual Asset Reference Number when adding files to an
asset. When adding files to a Contract, the folder name should be the Contract Reference
Number/Schedule Number. For example, LA-68442 2.

) emE

M Acme TX 001 :u.mmump,
=

M AZ1 _-_L‘LU:SW

M CAD T :ZJ\.'-rona Headquarters (AZ1)
Ao

B CA02 & ) Orange County Office (CA 01)

*
A TX
 Texas Headguarters (Acme TX 001§

*

Add Files

1. Next, add the files to the respective folders that you wish to upload.

l o Note: The entire zip file cannot be more than 1GB with each file being no larger than
4GB.

2. You can also create subfolders to organize files better.
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1 Documents/

2 Approvals/
3 Valuation/
4  Photos/

5 Exterior/
6 Interior/
2

3. Add files inside the folders (e.g., .pdf, .docx, .jpg).

W Acme TX 001
B ACME A1 Leasing E2018 lease.pdf
. North Pointe 03012017 Service Agreement.pdf
~ [l AI1
. ACME Direct Leasing COA ITATLCO1.pdf

B MoultonLease

Zip the Folders

1. Select all the folders you created.
2. Right-click and select Send to — Compressed (zipped) folder.

3. This creates one zip file with all your folders inside. You may rename as necessary.

B 1-Acme.zip

4. Now that you have your zip file, you can proceed to the Bulk Upload.
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Example for Folder Structure

1 LA-68442_2/

2 Documents/

3 Approvals/

4 Approval_Letter.pdf

5 Valuation/

6 Valuation_Report_2025.pdf
7 Photos/

8 Exterior/

9 Front_View.jpg

10

Uploading Your Files

1. Navigate to the Administration workspace from the Top NavBar and select the Bulk Upload File
tile.

2. Once in the Bulk Upload workspace, select either Asset or Contract from the drop-down to
indicate the kind of upload you are doing.

Management =  Reporting =  Administration

File Bulkc Upload Settings.

Bulk Upload Files

Please brawse the zip folder that you wish to use to upload files for in the system,

can not have both together.
will be same as the actus’

¥ pog:
seperate and upload contents into ancther i e,

——" I T N T T
.-

Mo files uploaded
- Page 0/0 (0/0 rows) Gato:

3. Next, click Browse to select your zip file and upload it.

Check for Errors

1. Once you double-click the file or click Open to select the file, the system will start to validate your
files and you will see the Upload Status bar.

Upload Status

Uih}adini File

2. Once validation is complete, you will see a list of files. Green font in Reason column indicates the
files that are okay to upload. Red font indicates files that will not be uploaded due to error (For
example, the Asset Reference Number cannot be found).
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Bulk Upload Files

Asset

Upload Status

LA-6B442_2

LA-6B44Z_2

LA-6B442_2

Administration > Fie Bulk Upload Settings

wpload a .zip Folder which is. either for asset or contract, you can .
Eq.To create 2 2ip for assets simply create 8 foider for esch asset wah its files (folder name will be same 25 the actual ssset

X name).Once done simpliy select al the asset foiders, nght chck and select 3dd to .2ip

be avadable after you navegat

Maxsmum file upload size is 1024 megabytes. You can al

Flease note you can only

Dawnload CSV file wil ot

Failed

Failed

Failed

Please browse the zip folder that you wish to use to upioad files for in the system

ot have both together.

y froen this page
ye seperate and upload contents into ancther zip file.

asgets_bateh_1.%ip Browse

Upload Validation Complete

Upload date File Path

06/01/2026  assets_batch_1.2ip/LA-68442_2/Lease_Summary.txt Lease_Summary. bt

06/01/2026  assats_batch_1.2ip/LA-68442_2/Maintenance_Log.csv Malntenance_Log.csv

assets_batch_1.zip/Li-

O8/01/2026 5442”2/ Compliance/Regulatory_Report.csv

Regulatory_Report.esv

3. Fix any errors and upload again if needed.

Downlead CSV

Uploaded By

ksehgal
ksehgal

ksehgal

assets_approvals_deeper_batch_2.zip/LA- Hie Sereenshot_Uu1.png for
LA-70314_Import Successful 06/01/2026 70314_Import/Documents/Approvals/Audit Screenshot_001.png Reference Name: LA-
Trail/Evidence/Screenshots/Screenshot_001_png 70314_Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File Approval_Matrix.xisx for
LA-70314_Import Successful 06/01/2026  70314_Import/Documents/Approvals/Approved_2026-01- Approval_Matrix.xlsx Reference Nama: LA-
07/Attachments/Approval_Matrix.xlsx 70314_Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File Meeting_Minutes.docx for
LA-70314_Import Successful 06/01/2026 70314_Import/Documents/Approvals/Approved_2026-01- Meeting_Minutes.docx Reference Name: LA-
07/Attachments/Meeting_Minutes.docx 70314 _Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File QA_Findings_Summary.txt for
LA-70314_Import Successful 06/01/2026 70314_Import/Documents/Approvals/approved by 2/Qa QA_Findings_Summary.txt  Reference Name: LA-
Review/Final/QA_Findings_Summary.txt 70314_Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File Final_Approval_Form.pdf for
LA-70314_Import Successful 06/01/2026  70314_Import/Documents/Approvals/Approved by 2/QA Final_Approval_Form.pdf  Reference Name: LA-
Review/Final/Final_Approval_Form.pdf 70314 _Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File Reviewer_Comments.txt for
LA-70314_Import Successful 06/01/2026 70314_Import/Documents/Approvals/Pending Reviewer_Comments. txt Reference Name: LA-
Clarifications/Notes/Round 1/Reviewer_Comments.txt 70314_Import is ok to upload
assets_approvals_deeper_batch_2.zip/LA- File Clarification_List.csv for
LA-70314_Import Successful 06/01/2026 70314_Import/Documents/Approvals/Pending Clarification_List.csv Reference Name: LA-
Clarifications/Notes/Round 1/Clarification_List.csv 70314_Import is ok to upload
- 4 Page 1/1 (16/16 rows)
Cancel

o

Zip File Name
assets_batch_1.zip
assats_batch_1.7ip

assets_batch_1.2ip

ksehgal

ksehgal

ksehgal

ksehgal

ksehgal

ksehgal

ksehgal

4. |f the validation is successful, click Save Files.

5. You will get message ‘Upload successful’ and may click Close to return to the Administration
workspace. This way, you can upload hundreds of files in minutes instead of one by one.

Note: If there is a file with the same name as another, the system will rename the file with
“Copy” appended to its original name. If there is more than one, then a number will also be
added. Example: Original name — Copy (1).pdf or Original name — Copy (2).pdf

Note: User may always cancel the upload and change the names of the files prior to
uploading.

Best Practices

® Do not mix assets and contracts in one zip.
= Keep folder names exactly the same as the Asset or Contract reference.

®  Organize files in subfolders for easy navigation.
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®  Use clear file names (e.g., Valuation_Report_2025.pdf).

® |fyour zipis too big (>1 GB), split into smaller zips.

Viewing Files Within the Asset or Contract

Once the files have been successfully uploaded, they can be seen by going to the respective Asset.

® |f you uploaded Asset documents, you'll see the files on the File tab within the Asset

workspace.

mAriZOna Headquarters (Owned Office Building)

I Summary | Details

Manage Files

View All Flles

Right-click folder and file rows for more options.

ik ©

/i ACME Direct Leasing COA [TATLCO1.pf
ADA Compliance Certificate docx
Fire Protection Certifi x

HVA ifigation.docx

1-Codes Compliance Certificate. docx

é

® |f you uploaded Contract documents, you'll see the files listed on the Contract Details tab

insightsoftware.com

Any folders with no files will be removed upon leaving this page.

4+
€ Add New Folder @ Upload New File % Expand All

Collapse All

[CHide Expired

Uploaded:

Uploaded:

Uploaded:

Uploaded:

Uploaded:

Uploaded:

[N

& file(s)
10/15/2021
10/15/2021
10/15/2021
10/15/2021
10/15/2021

10/15/2021
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within the Contracts tab of the Asset.
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BOrange County Office (Leased Office Building)

el e e o o B

View A1 Foyania Contraces » Orange County Office

[ e [ Teme T

Contract Details

Desarption: Orange County Office
Schedule Number: cao
Status Current
Currency United Szates Dollar
Contract Type Real Estate Expenditure Lease
Lease Accountng Contract  Triole Net Lesse
Tupe
15 Partis! Buikling No
Aszets:
Primary Asset
Lessar
Lessee Acme Communications Carpartion

Treasury Aporover

Unsynchronised - No Lease Accounting Readiness Reviews

Actions: Please choose en actien \d

Parform Action

Next Review

Unabile to Action next Review
¥ THe Al review CLeTently SKS outsics the
3 cutrees romm, Meats Exareisa the raxt oprion
0 2cuon this revew
e Fixed on 04/01/2022 - Pending

= Orange County Office - Base Rent

Alizo (First
10/15/2021  menement).per

Alizg Logze (2017
10/15/2021 | 2032) - Aliso 163

Asspciates.pdf

Other Clauses

No Other Clavses added

Uplasded On Fila Nama Description |  Expires On Actions

Next Option
Renewal Option 1; 04/01/2022 -
03/31/2025
Pending
Downlgag Mark as In Progress Mark 33 Exercised
Send File
Downlese

Saction | _Current Clause Datails | Trigperad |
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Bulk One-time Invoices Upload

This feature allows users to efficiently upload and update multiple one-time payable and receivable
invoices using a downloadable bulk upload excel template. This eliminates the need to manually update
each invoice through the user interface, providing a faster and more scalable workflow. The user can
specify whether each invoice is payable or receivable. The system automatically validates invoice types
and contracts based on the selected direction.

The users should ensure data accuracy in the upload template and manually input tax-related fields and
validate against master data. This feature is useful for commercial real estate teams who manage large
volumes of invoices and want a faster way to get them into the system.

Note: This feature is applicable only for one-time payable and receivable invoices. It does not
support recurring invoices.

Access the Bulk Upload Page

1. From the Top NavBar, select Administration. The Administration workspace opens.

B Adrministration

6 EE L L] L L] L a L ] L ] L

wad e Gon
Caok Cabirgorass A Types Conirut Tygan faven Tyga Srmsans Conractung Nl Comwaband B Sl Uplvusl Firn Bl Lot Lecatien

Erlem Farmsial Bda Bk Lurmn Buke Caron ok e e
Cardgration Tan i Candgratin Fisdsks Durnisad Buabds L pnad Suvmaona Upisad

2. Click on Bulk One-time Invoices Upload tile and the workspace opens.

ki ?eQLEflGIEMOVWUQE' Home Management *  Reporting *  Administration

B Bulk One-Time Invoices Upload

Administration > Upload One-Time Invoice

Instructions: Please follow these steps
1. Select the Bulk Upload Type
%) 2. Click the 'Download Invoice Template' button to get the template
3. Open the downloaded file and fill in the required fields
4. Save the updated Invoice template and upload it using the "Browse & Upload" button

step 1 Bulk Upload Type: (One-Time Receivable Invoices v
Step2 3, Download Invoice Template

Step 3 Please update the template and click on the browse to select the file from your device

Browse & Upload

Select the Upload Type

Select the Bulk Upload Type as 'One-Time Payable Invoices' or 'One-Time Receivable Invoices'. The
system automatically validates invoice types and contracts based on the selected direction.
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Download the Template

1. Click on the Download Invoice Template option. The Excel template file (.xIsx) will be
downloaded. The template includes:

» Columns for required invoice data (such as Invoice Number, Vendor, Currency, Tax Amount,
etc.).

+ Reference sheets with master data for fields like:

a. Vendors

b. Linked Contracts
c. Invoice Types
d. Invoice Groups
e. Assets

f. Jurisdictions

g. Cost Categories
h. Multipliers

i. A sample data sheet to guide formatting and entry.

2. Open the downloaded file to begin data entry.

Enter Invoice Data

Fill in all required fields in the template. Use the master data reference sheets to fill in valid values.
Ensure all required fields are completed:

® |nvoice Number
® Vendor

®  Currency

® Cost Description
® Base Amount

® Tax Multiplier (must be entered manually. Refer to master data for jurisdiction-specific values)
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® Tax Amount (must be calculated manually)
® Total Amount

® jsReceivable (set to true for receivable invoices)

o Note: Tax and total amounts are not calculated automatically. Use the formula: Tax Amount =
Base Amount x Tax Rate Multiplier. A variance of £0.02 is allowed between the entered total
and the calculated value.

Save and Upload the File

1. Save the completed template file locally.
2. Return to the upload screen.
3. Click Browse, select the file, and click Upload. The file will be processed by a background job.

4. Once processing is complete, the status will be updated and visible on screen.

Upload Status and Errors

1. Refresh the page to view the upload results summary in the Upload History grid. The Upload
History includes:

e JoblID

e Upload Date

e File Name

» Bulk Upload Type

» Status

« Number of Invoices Processed
» Number Saved Successfully

* Alink to download the result file
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i Real Estate Manager IR Management +  Reporting *  Administration

1. Select the Bulk Upload Type
%) 2. Click the 'Download Invoice Template' button to get the template
3. Open the downloaded file and fill in the required fields
4. Save the updated Invoice template and upload it using the "Browse & Upload" button

Step 1 Bulk Upload Type: | One-Time Receivable Invoices v
Step 2 3, Download Invoice Template

Step3  Please update the template and click on the browse to select the file from your device

e [Browse & Upload |

10006

File uploaded successfully

Upload History Refresh

NA NA

13596 23/09/2025 RecelvablelnvoiceUpload.xisx Receivable Processing Cancel |

R Go to: >

Page 1/1 (1/1 rows)

Audit Logs Refresh

Page 0/0 (0/0 rows) Goto:[ |»w

No audit records to show. Click Refresh to reload.
. <

2. Ifthe upload is successful, the system displays a success message “n’ invoice(s) updated, saved
successfully”.

Handle Upload Errors

1. If errors occur, download the result file to review issues. The result file includes:

 Invoice-level status (success or failure)

» Specific validation errors for each failed row

You can use this file to correct issues and re-upload only the affected rows.

Note: Invoices that were already uploaded successfully will be marked as duplicates and
skipped on re-upload.

2. Common errors include:
e Duplicate invoice entries
» Missing mandatory fields (e.g., currency)

Correct and Re-upload Files

1. Make necessary corrections in the same file.

2. Save the updated file.

w

Repeat the upload process mentioned in Step 4.

»

Refresh and confirm successful upload.
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Audit Logging
1. Each upload and invoice update are recorded with:

e Timestamp
¢ User details

» Actionlogs

2. Logs can be accessed in the Audit Logs grid under the same module.

Validation and Filtering

® |nvoice types and contracts are filtered based on the isReceivable flag.
® Receivable invoices must use invoice types and contracts marked as receivable.

® Payable invoices must use types and contracts not marked as receivable.

Best Practices
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= Always download and use the latest template to avoid upload errors and ensure compatibility.

®  Use the reference (master data) tabs in the template to fill in correct values and to reduce data

entry errors.

® Double-check tax and total amount calculations before uploading.

®  Start with a small test file to make sure everything works.

B Save a copy of each upload file for your records.

®  Use Excel filters to quickly find missing or incorrect data.
®  Coordinate with finance or lease team to confirm invoice details before uploading.

®  Use the result file to review and manage failed uploads efficiently.

Troubleshooting and FAQ

Q1. Why did my upload fail?

Your file may have missing fields, incorrect values, or duplicate invoices.
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What to do

Download the result file from the Upload History section. It shows which rows failed and why. Fix the
errors and re-upload only the rows that failed.

Q2. Why are some invoices marked as duplicates?

Invoices that were already uploaded successfully will be skipped if you try to upload them again.
What to do

Only re-upload the rows that failed. Don’t include invoices that were already saved.

Q3. What does the “isReceivable” field mean?

It tells the system if the invoice is receivable (true) or payable (false).

What to do

Set isReceivable to true for receivable invoices. Make sure the invoice type and contract match the
direction.

Q4. How do | calculate Tax and Total Amounts?
These are not calculated automatically.
What to do

Use this formula:
Tax Amount = Base Amount x Tax Rate Multiplier

Then add the Tax Amount to the Base Amount to get the Total Amount. A small difference of up to £0.02
is allowed.

Q5. Can | use an old template?
Older templates may not work with the current system.
What to do

Always download the latest template from the upload screen before starting.
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Bulk Import

Once you have a populated REPIW, navigate to the Administration workspace where you will see a tile

for Bulk Import. Itis in this Bulk Import workspace where you will follow three steps to complete your
import of the REPIW.

116

1. Navigate to the Administration workspace from the Top NavBar and select the Bulk Import tile.

2. Once in the Bulk Import workspace, the first step will allow you to select a completed REPIW
template to be uploaded and validated. Once uploaded successfully, click Next.

3. The second step will show the validation results from the import process.

4. The Validation table will have 3 columns including Save, Schedule Number, and Status.

Save: Will either be a warning sign or checkbox depending on status.

Schedule Number: Represents the Schedule Number by which each of these validation messages
are grouped.

7. Status: This is where the Validation Message will appear.

-] AB 100 Ok
] AB 200 Ok
] AB 300 Ok

3 errors for AB 400 Hide error(s)
Deal s¢ tart
AB 400 .

AB 500 Date of Make Good Oblig
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8. If no errors or warnings occurred, then status will be Ok. If there were any warnings or errors, they
will be listed. If more than one error, you may click Show error(s) to see the full list.

9. Check and uncheck the boxes in Save column to select which Schedule Number to import.
10. Click Import Selected Rows to proceed with import.

11. The final step will show a table listing all the successful schedules imported. Each Schedule
Number will be a hyperlink that may be used to navigate directly to the contract within the asset.

®

<]
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Bulk Update Geo Location

The Bulk Update Geo Location tile displays a list of all assets within the application that currently have
no geo-location data. Users can efficiently update geo-locations for multiple assets simultaneously. This
can be done by selecting assets individually or choosing all at once using the provided checkboxes.

The tile to bulk update the geo-location data can be found in the Administration workspace.

Important: After clicking the Update button, please allow the application time to process these
changes. It's crucial to avoid multiple clicks on the button during this process to ensure smooth
and accurate geo-location updates.

_ZLeaseAccelerator [T TERERARERS Reporting ~  Administration
Version 24R1

Bulk Update Geo
Location

List of assets are displayed belaw which 4o not have a gea-location.

It may tale 2 while to update the Geo location of all the assets
3) Please do nct refresh the page and walt for the bulk update operatian ta complete.
Wikie the opErMION IS 1N PFOCRSS, YOU EAR Work 6 IPE INEF Dreas of the ADBICISN.

I B Ty T T R T

Boomerang Office Acme 4 1221 Boomerang Way Sydney Australia 4005 New South Wales:
Fuimer Land 6789 Any Street Anytown us B4403 Utah
O Cape Hom Office ACCAO4 47 Cape Hom Dr. Port Elizabeth South Africa 6001 South Africa
Utah Office 1 I*1 1722 E. 1300 North Floor 1 Layton us 84040 Utah
L) Utah Office 2 w2 1722 E. 1300 North Floar 2 Layton us B4040 Utah
Utah Office 3 3 1722 E. 1300 North Floor 3 Layton us 84040 Utah
Utah Office 4 4 1722 E. 1200 North Floar 4 Layton us 84040 Utah
Utah Office 5 IS 1722 E. 1300 North Floor 5 Layton us B4040 Utah
O Fulmer Office 1234 Any Street Ogden us 84403 utan
Utah Office & *6 1234 Any Street Ogden us 84403 utah
- Utah Office Floor 1 IF100 501 S Main St Floor 1 Salt Lake City us B4111 Utah
Utah Office Floor 2 JF200 501 § Main St Floor 2 Salt Lake City us 84111 ‘Utah
Utah Office Floor 3 300 501 § Main St Floor 3 Salt Lake City us 84111 Utah
Utah Office Floor 4 IF400 501 S Main St Floor 4 Salt Lake City us 84111 Utah
O Utah Office Floar S 500 501 5 Main St Floar 5 Salt Lake City us 84111 Utah
Providence Hub 10 RI 1000 32 Budiong Rd Cranston us 02920 Rhode Istand
- Providence Hub & RI 600 37 New York Ave Providence us 02905 Rhode [sland
Providence Hub 7 RI 700 353 Prairia Ave Providence us 02905 Rhode Island
Providence Hub & RI 800 75 Elmeroft Providence us 02905 Rhode Isiand
Providence Hub 9 RI 900 23 Division Street Pawtucket us 02860 Rhode Island
- Page 1/3 (4B/48 rows) Got:|  |»w

Updote | Cancel
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Tax Rates

Introduction

Real Estate Manager includes the ability to add tax rates and calculate taxes for contracts. Users can
upload tax rates within the Administration workspace. Once Tax Rates have been uploaded, they will
appear in the Tax Rate drop-down when entering a contract.

Uploading Tax Rates

/LeaseAceelerator [ J A

Administration

Users may upload new Tax Rates and download existing Tax Rates within the Administration
workspace.

Tax Template

By downloading the Tax Template, users may update or add new Tax Rates to Real Estate Manager.
Users may also update/add Tax Names or add new Tax Jurisdictions. The template includes a tab with
detailed instructions that should be reviewed prior to populating the template.

Validation/Valid

Column Field Name Description Values/Format

The name of the tax authority that imposes the tax.
This is typically the country name but could also
include the state or province. (Example: Australia or
US - Arizona)

A JurisdictionName Alphanumeric (255)

N An abbreviated version of the JurisdictionName. .
B JurisdictionCode (Example: AUS or US-AZ) Alphanumeric (10)

The name of the category of tax. (Example: GST,

C TaxName GST-Exempt, etc.) Alphanumeric (100)

D NewTaxName Used to rename an existing TaxName. Alphanumeric (100)
Numeric (Total

E TaxRate ::i’:;(?:aenntﬂlaiiet:xs:i as a multiplier at which the cost =D|§|tt§ th:,r;rhetctl)?l::‘r;
decimal)

F StartDate First date the TaxRate is effective. MM/DD/YYYY
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Validation/Valid
Values/Format

G |EndDate Last date the TaxRate is effective. MM/DD/YYYY

Column Field Name Description

Uploading Tax Template
Follow the steps below to upload new Tax Rates for existing Jurisdictions.

1. Navigate to the Administration workspace from the Top NavBar.

2. Gotothe Tax Rates tile.

3. To upload new Tax Rates, start by clicking the Download existing tax rates hyperlink. This will
download a template that may be used to upload the new Tax Rates.

4. Inthe template, find the JurisdictionName and TaxName you want to add a new Tax Rate for.

5. Populate the TaxRate field.

6. If you are entering a single TaxRate for a JurisdictionName and TaxName, do not populate a
StartDate or EndDate.

7. When there are multiple TaxRates for any JurisdictionName and TaxName, follow these guidelines:

a. The StartDate for the first TaxRate should be left blank and a specific EndDate must be
entered.

b. The StartDate for the next TaxRate must be the day following the EndDate of the previous
TaxRate. If this is the last TaxRate, the EndDate should be left blank; otherwise, a specific
EndDate must be entered.

c. Ensure that the StartDate of the first TaxRate and the EndDate of the last TaxRate are both
blank when entering multiple TaxRates.

d. The StartDate cannot be later than the EndDate.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate

USA - Government Us-GovV GST Exempt 0.100000 12/31/22
USA - Government UsS-GOV GST Exempt 0.200000 1/1/23 12/31/23
USA - Government US-GOV GST Exempt 0.300000 1/1/24

USA - Government Us-Gov No Tax 0.000000

8. Save your template.

9. Navigate back to the Administration workspace and the Tax Rates tile.

10. Click Browse.

11. Select your saved template. Once you select the template, the system will start the Tax Upload
process. It's important that you do not close the window while the upload is processing.
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12. Once the upload is complete, you will see information populated in the Upload details and Audit
logs sections.

Adding a New Jurisdiction

There may be times when users need to add new Tax Jurisdictions that are not in Real Estate Manager.
This can be done using the same Tax Template downloaded from the Tax Rates tile within the
Administration workspace. Follow the steps below to add a new Jurisdiction.

1. Navigate to the Administration workspace from the Top NavBar.

2. Gotothe Tax Rates tile.

3. To upload new Jurisdictions, start by clicking the Download existing tax rates hyperlink. This will
download a template that may be used to upload the new Jurisdictions.

4. Populate the JurisdictionName field with the name of the new Tax Jurisdiction. Ensure that it is not
the same as any existing JurisdictionName.

[ o Note: JursidictionCode must be less than 255 characters.

5. Populate the JurisdictionCode field.

[ o Note: JursidictionCode must be less than 10 characters.

6. Populate the TaxName with the relevant tax category for the Tax Rate for this Jurisdiction.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate
USA - Government Us-Gov GST Exempt 0.100000
USA - Government US-GOV No Tax 0.000000

Note: When adding a new Jurisdiction, it is required to add a TaxName called No Tax
with a TaxRate of 0.000000.

7. If you are entering a single TaxRate for a JurisdictionName and TaxName, do not populate a
StartDate or EndDate.

8. When there are multiple TaxRates for any JurisdictionName and TaxName, follow these guidelines:

a. The StartDate for the first TaxRate should be left blank and a specific EndDate must be
entered.

b. The StartDate for the next TaxRate must be the day following the EndDate of the previous

TaxRate. If this is the last TaxRate, the EndDate should be left blank; otherwise, a specific
EndDate must be entered.
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c. Ensure that the StartDate of the first TaxRate and the EndDate of the last TaxRate are both
blank when entering multiple TaxRates.

d. The StartDate cannot be later than the EndDate.

JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate
USA - Government Us-Gov GST Exempt 0.100000 12/31/22
USA - Government Us-Gov GST Exempt 0.200000 1/1/23 12/31/23
USA - Government Us-Gov GST Exempt 0.300000 1/1/24
USA - Government US-GOV No Tax 0.000000

9. Save your template.
10. Navigate back to the Administration workspace and the Tax Rates tile.
11. Click Browse.

12. Select your saved template. Once you select the template, the system will start the Tax Upload
process. It's important that you do not close the window while the upload is processing.

13. Once the upload is complete, you will see information populated in the Upload details and Audit
logs sections.

Validations Related to JurisdictionName and No Tax

® The same JurisdictionCode cannot have different JurisdictionNames.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate
USA - Government UsA GST Exempt 0.100000
USA - Government USA No Tax 0.000000
United States of America USA No Tax 0.000000

® TaxName of No Tax cannot be renamed.
® TaxName of No Tax cannot have a TaxRate other than 0%.

®  Any existing TaxName cannot be renamed to No Tax.

Validations Related to Existing Tax Rates and Dates

®  Any existing TaxRates cannot be deleted.

® [f there are multiple TaxRates for any JurisdictionName and TaxName, please ensure that
dates under StartDate and EndDate are not overlapping each other.
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Uploading a New Tax Name for an Existing
Jurisdiction

Follow the steps below to add a new TaxName for an existing Jurisdiction.

1. Navigate to the Administration workspace from the Top NavBar.

2. Gotothe Tax Rates tile.

3. Toupload new Tax Names for existing Jurisdictions, start by clicking the Download existing tax
rates hyperlink. This will download a template that may be used to upload the new Tax Names.

4. Inthe template, find the JurisdictionName you want to add a new TaxName for.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate
United States of America USA GST Exempt 0.100000

5. Populate the TaxName field.

[ o Note: For existing Jurisdictions, use the TaxName field not NewTaxRate.

6. If you are entering a single TaxRate for a JurisdictionName and TaxName, do not populate a
StartDate or EndDate.

7. When there are multiple TaxRates for any JurisdictionName and TaxName, follow these guidelines:

a. The StartDate for the first TaxRate should be left blank and a specific EndDate must be
entered.

b. The StartDate for the next TaxRate must be the day following the EndDate of the previous
TaxRate. If this is the last TaxRate, the EndDate should be left blank; otherwise, a specific
EndDate must be entered.

c. Ensure that the StartDate of the first TaxRate and the EndDate of the last TaxRate are both
blank when entering multiple TaxRates.

d. The StartDate cannot be later than the EndDate.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate

USA - Government us-Gov GST Exempt 0.100000 12/31/22
USA - Government Us-GOV GST Exempt 0.200000 1/1/23 12/31/23
USA - Government Us-Gov GST Exempt 0.300000 1/1/24

USA - Government US-GOV No Tax 0.000000

8. Save your template

9. Navigate back to the Administration workspace and the Tax Rates tile.

10. Click Browse.
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11. Select your saved template. Once you select the template, the system will start the Tax Upload
process. It's important that you do not close the window while the upload is processing.

12. Once the upload is complete, you will see information populated in the Upload details and Audit
logs sections.

Renaming a Tax Name

Follow the steps below to change the Tax Name of an existing TaxName.

1. Navigate to the Administration workspace from the Top NavBar.
2. Goto the Tax Rates tile.

3. To update the Tax Names for existing Jurisdictions, start by clicking the Download existing tax rates
hyperlink. This will download a template that may be used to update the Tax Names.

4. Inthe template, find the JurisdictionName and TaxName you want to update.

5. Populate the NewTaxName field with the updated Tax Name. You must keep the existing Tax
Name populated in the TaxName field.

JurisdictionName JurisdictionCode TaxName NewTaxName TaxRate StartDate EndDate
Canada CAN HST 13% HST 0.130000

Note: If you are adding multiple Tax Rates for the New Tax Name, you must use the same
NewTaxName for all entries. You may not use an existing Tax Name for that Jurisdiction
when entering a NewTaxName.

6. If you are entering a single TaxRate for a JurisdictionName and TaxName, do not populate a
StartDate or EndDate.

7. When there are multiple TaxRates for any JurisdictionName and TaxName, follow these guidelines:

a. The StartDate for the first TaxRate should be left blank and a specific EndDate must be
entered.

b. The StartDate for the next TaxRate must be the day following the EndDate of the previous
TaxRate. If this is the last TaxRate, the EndDate should be left blank; otherwise, a specific
EndDate must be entered.

c. Ensure that the StartDate of the first TaxRate and the EndDate of the last TaxRate are both
blank when entering multiple TaxRates.

d. The StartDate cannot be later than the EndDate.
[surisdictionName ——_jurisdictionCode ____ TaxName _________ NewTaxName _______ TaxRate __ StartDate _EndDate |

Australia AUS GST GST1 0.100000 12/31/23
Australia AUS GST GST1 0.110000 1/1/24 3/31/24
Australia AUS GST GST1 0.120000 4/1/24

Australia AUS GST Exempt 0.000000
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8. Save your template.
9. Navigate back to the Administration workspace and the Tax Rates tile.
10. Click Browse.

11. Select your saved template. Once you select the template, the system will start the Tax Upload
process. It's important that you do not close the window while the upload is processing.

12. Once the upload is complete, you will see information populated in the Upload details and Audit
logs sections.

General Validation Information

If the upload is fails, user may look in the Update details section for specific reasons for the failure.

® The Sheet Line No. identifies the row number in the file that caused the validation error.

® The Message column identifies the specific validation error.

If they upload is successful, the Status in the Update details section will be Successful, and the
Message will state Successfully added/updated all taxes.

Additionally, if the upload is successful, the Audit logs section will be updated with relevant details.

® The log contains information for each successful upload.

® New entries will include details about updated Tax Rates or Jurisdictions.

o Note: If users are editing existing Tax Rates effective from a specific effective date, they must
manually add reviews for every impacted contract. Custom reports will be available to help
users identify impacted contracts due to changes in Tax Rates. Please see the steps below for
updating reviews.

Payment Changes When Tax Rates Are
Updated

Scenario: You’ve updated your Tax Rates based on a specific effective date and any payments
on contracts associated with that Tax Rate need to be updated.

If you have updated the Tax Rate from a specific effective date in the system, then you must add a Fixed
Amount review with the review date being the same as the effective date of the Tax Rate. Once the
contract is saved, synchronize the contract with Lease Accounting Manager. This will ensure the tax
amounts are calculated based on the appropriate Tax Rates resulting in the accurate tax amount on
invoices and payments.

1. Search for your contract by entering the Contract Reference number in the Top Search Bar.

2. Once in the Asset and on the Contracts tab, select Lease Variation from the Actions drop-down.
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Actions: Please select an option .
| Q

Please choose an action
Archive Payable Contract
Next Re  gnter Hold-over

Update Reasonable Certainty
Bulk Participant Updates
Import One-Time Payments
Roliback Contract

Update Asset

Mark Contract 35 Evergreen

Mext Op

There are ¢

3. Click Perform Action.

4. Inthe Lease Variation pop-up, select the Date change was known.

Lease Variation x

Payment Mode In Advance
Date change was known 08/01/2024 v

Note: Date change was known is the date when the user is aware of changes to the
contract. The date change must meet the following criteria:

It should be the first day of the payment period.

If the contract variation date is not the first day of the payment period, select the
date closest to the available options.

This date will be used for accounting purposes to recalculate the lease obligation
numbers in the Lease Accounting application.

The date change cannot be

.

.

.

© On or before the contract start date

o A date in the future

o Beyond the termination date if the contract is terminated
= Beyond the contract end date

o On or before the latest contract modification date

Lease Variation Cancel

o Note: This should be the effective date of the Tax Rate change.

5. Click Lease Variation.

6. Inthe next Lease Variation pop-up, click Add Review in the Review section.

Reviews and Adjustments:

y Note: Only the last actioned review and the unactioned reviews following it may be changed. Only reviews after the last actioned review may be actioned.
To edit or action previous reviews you must revert all following actioned reviews to unlock the review,
Detail state | Actions |
01/01/2023 Commencing « Base Rent [Rent]: Paid In Advance Monthly an the 15t of the month, $0.00 USD No Tax ($0.00 USD P.A. ex Tax) Commencing Edit Notes
Add Review

7. Inthe pop-up, select Fixed Amount Review as your Review Type.
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8. Inthe Add Review pop-up, input the effective date of the tax rate change as the Review Date. This
should be the same date you chose for the Date change was known of the lease variation.
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9. Leave Review State as Pending.
10. Click Select Cost to Review.
11. Select All Costs then click Okay.

12. Select the Jurisdiction, tax rate and enter the payment amount. Click the Calculator in the payment
amount field which will populate the tax amount.

13. Enter any relevant Notes.

14. Click Okay.

15. Back on the Lease Variation pop-up, the Fixed Amount Review should be present.
16. Click Action for the review you just entered.

17. Inthe Action Review pop-up, verify the Review Date and Effective Date.

18. Click in the Payment Amount field and change as necessary to reflect the accurate payment
amount.

19. Click the Calculator icon to ensure per annum population and the tax amount.

20. Click Okay.
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Click Save on the Lease Variation pop-up and then click Close on the successful confirmation pop-
up.

To synchronize the contract, go to Management from the Top NavBar and select Lease
Accounting Synchronization Management.

Once in the Lease Accounting Synchronization Management workspace, click Next twice to get to
step 3 of 4.

In Step 3 are a list of contracts that have been submitted but are pending approval. Find the relevant
Contract Reference number and click the blue Review and Approve hyperlink.

Verify all information is correct in the pop-up and click either Approve, or if there is incorrect or
missing data, click Decline.

If approved, click Next to go to Step 4. If declined, corrections need to be made within the contract.

Check the box next to the Contract that has been approved and is ready to be synchronized. You
may check multiple boxes if you have multiple Contracts ready to synchronize.

Click Complete Synchronization Process to initiate the synchronization. When synchronization is
complete, a confirmation box will appear at the top of the workspace indicating how many contracts
were successfully synchronized. Once successfully synchronized, no further action is required in
Lease Accounting Manager and the status within Real Estate Manager will change to VARY
LEASE - Synchronized.
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Bulk Download and Upload of Custom
Fields

Real Estate Manager allows you to bulk download and upload custom fields.

Bulk Custom Fields Download

Real Estate Manager offers a convenient way to bulk download custom fields for invoices. Users can
download the following custom field types in bulk:

® Text
® Number
® Date
® Yes/No
® | ookup

® Decimal

Users may apply filters to refine their selection and download a file containing the relevant custom field
data, streamlining data management and reporting.

Download Bulk Custom Fields

‘Administration > Download Bulk Custom Fields

Record Type Inveice Type Cusiom Fields e

Invoice Types

Choose Fields to Include

Invoice Date range 01112024 D = 30112024 D

Download

Once the user clicks Download, the report will be available under My Jobs.
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Reporting job submitted successfully! x

You will be notified when your report is ready for download. You can also go to the "My Jobs’
page at any time to view the status (and download this report once ready). Click Here to go
there now!

OK

Bulk Custom Fields Upload

Once a user updates the Bulk Custom Fields download template, it may be uploaded back into the
system to update those custom fields. Users can download and upload the following custom field types
in bulk:

® Text
® Number
® Date
® Yes/No
® | ookup

® Decimal

Reviewing and Editing Custom Fields

® Review the custom fields in the downloaded template.
= Edit, update, or delete the existing values of custom fields as needed.

= Save the file.

Uploading Custom Fields

®  Upload the edited file via Administration > Bulk Custom Fields Upload.

®  Check the status of the upload under My Jobs.
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Administration

(5 ) . ° o o ° o °
) Bulk Cplead Bulk Update
Cost Categaries Asset Types Cantract Types Tnvaice Types Divisions Tasks Downlasd PIW Files Bulk Import Ges Location
L ® ® °
System Halk Cusstom Bulk Custom
Canfigaration Tax Rates Fields Download Fields Upload

Upload Bulk Custom Fields

Admintstration > Upload Bulk Custom Fields

Inveice Type Custom Fields 4

No File Uploaded

Please browse the excel file that you wish to use to upload Bulk Custom Fields in the system.

Post-Upload Review

® Download the file from My Jobs to review all custom fields in the updated file.

® |fthere were errors in updating the custom fields, the reasons for the errors will be available in
the Results field. This helps users understand why the upload failed for certain custom fields so

appropriate action may be taken. Below is a sample of the file post uploading.

o P a R s T u v W b d
sse Decupied [Y Multi-Tenant [ Floors in Built Fleors Oceup Construction T Year Bu Fire Alarm [ Y Indexed Adjustiment [ Current Ind Previous Inc Return Dal Result
RCC

K]
4

H
HNAdddAd A AR A AR A A S S S S S A A

ZE;EZEEEEE%EEEEEEEEEEEEEE
H

RCC

4334838888348

EF

.3
TIOT2024 00 000
THOR2024 .00 "2000
09435 202628
.00 2000
.00 2000
0.00 2000
0.00 2000
.00 2000
0.00 2000
0.00 ‘2000
"0.00 2000
0.00 2000
0.00 ‘2000
0,00 2000
.00 2000
TOT2024 000 2000
THOR2024 "0.00 2000
THOT2024 0,00 2000
THOT2024 0.00 2000
THOR024 "0.00 2000
THOT2024 "0.00 2000
THOT2024 "0.00 "2000
THOT2024 "0.00 "2000
TR0 "0.00 2000
THOT2024 .00 2000
TIOT2024 0.00 2000
THOR024 0.00 2000
.00

Pass
Pass
Pass
Pass
Pass
Pass
Pass
Pass
Pass
Pass
Pass
Pass
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Version Summary

Version Changes/Updates Date
21R2.1 |Guide created. Overview and Navigation broken out from larger guide. 07/06/2021
23R3 |Removed all reference to REM. 08/03/2023
24R1 Added sections for- Download PIW, Bulk File Upload, Bulk Import, and Bulk 01/19/2024
Update Geo Location.
Updated screen shots and added sections for Divisions, Contracting, Tasks, Tax
24R3.1 Rates, and Bulk Custom Fields Download. 12/03/2024
25.1 Updated screen shots and added section for Bulk Custom Fields Upload. 01/08/2025
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