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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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The Invoice Workspace

Introduction

Real Estate Manager provides a flexible Invoice Management function that includes creating, tracking,
and linking Invoices to Contracts. The system organizes Invoices according to payment direction, Ad
Hoc or Recurring, and Linked or Unlinked to a Contract as described in the table below. Any
combination of the Invoice characteristics can be used. For example, you can create a Payable Ad Hoc

Invoice Linked to a Contract.

liveles Description
Characteristic P
Payable Funds are paid out.
Receivable Funds are received.
Ad-hoc An invoice that is for a one-time good or service, does not recur on a regular schedule,

or does not have a standard amount due or received.
Recurring An invoice that recurs on a regular schedule for a standard amount.
Linked An invoice that is linked to a contract.
Unlinked An invoice that is not linked to a contract.
PRI Home  Management -~ Reporting  Administration Enter Search Term N l
Payable " B Search Recurring Payable Invoices
. \'msmmu_:awmj
+ Search Recurring Pavable
Iovices
o hdd Bavai dnveses ‘ Invaice Search Term Template Vaild Between  [08m172021 |[] - [12mea1 |[7]
» Add Recurring Pavable Invoice
Asset Al Assets
Category All Categories.
Receivable vendor
Search
* Search Receivable Involces
. E;;;tw"'rwc:c-wblc

» Add Recyrring Receivable
Trneok CBRE Group, Base Rent (Rent), CAM (Operating Expenses), Insurance (Insurance), $11,161.00 $0.00
Hanilly Pyt 04/01/2020 | O331/2022 | pon R Maintenance (Operating Expenses), Utilities (Operating Expenses) uso ush
Manthiy Lease Payment 11/30/2018  N/A gl':“'::"j:f Acme Nevada Office Base Rent (Rent) :)s,orw.uu l‘l%l‘)”
CBRE Gi . A 5,500.00 $0.00
Manthly Lease Payment 09/01/2013  W/A Tl Tolecommunications  B25¢ Rent (Rent), Ltilties (Operating Expenses) :asu hrers
U.S. Bancorp $4,750.00 $0.00
uso ust

e Acme Texas Office Base Rent (Rent), Utilities (Operating Expenses)

Manthiy Lease Payment 03/01/2015  02/28/202%

Adding Invoices in the User Interface

Real Estate Manager offers several ways to add invoices to Assets and tie them to Contracts. You may
do this in the Contract when adding the costs or you may do this in the Invoice workspace. Additionally,
Invoices may be created upon import of the REPIW. Invoices must be created before you can use the

Payment feature.
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Adding an Ad-hoc Payable Invoice

1. From the Top NavBar, select Management and Invoices.

;LeaseAccelerator [T Management -  Reporting Administration .
]
Payable Search Payable Invoices
Starch Payabie Invoicss
Fayable

nwcice Search ceiecrsea (00012021 ] Back 12 months
o

L Forward 12 menths

Vendor - Show Unpaid Irvolces Only

Containing Costs
Cast Search Term Costs in range

Asset All Assets

Categery All Categories

2. Inthe Action Panel, in the Payable section, click the Add Payable Invoices link to add an invoice
that you pay.

3. Inthe Invoice # field, enter an identifier for the Invoice.

Add/Edit Payable Invoice(s)

Simitar Invaices

4. From the Invoice Type drop-down, select the appropriate Invoice Type.

Note: Invoice Types are defined and configured in the Administration Invoice Types
function. Each Invoice Type can have Custom Fields defined.

5. Inthe Purchase Order # field, enter an identifier for the Purchase Order if appropriate.

6. From the Group drop-down, select the identifier you want to use to group invoices.

Note: The Invoice field Group acts like a tag and is used to group Invoices in the system
for reporting purposes.

7. Toadd 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.

8. From the Currency drop-down, select the monetary currency in which the Invoice is paid.
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. Tolink the Invoice to a Contract, click the magnifying glass icon next to the Contract field or enter

the Contract Number in the Contract field.

Link To Existing Contract

Search Term ac | Search
Contract Category All contract categories
Contract Type All contract types v
Lease - Real Estate Expenditure Lease
Select Rental Lease Texas Headquarters (Acme TX 001)
Utility - Gas or Electric
Select Electric Contract Orange County Office (CA 01)

Ok Cancel

From the Contract Category and Contract Type drop-downs, select the Contract Category and
Contract Type for the Contract you want to link to the Invoice. You may leave these as is to include
all Contract Categories and Contract Types.

Click Search.

From the search results listed, click the Select link for the Contract you want to link to the Invoice.
Click Ok.

Click the magnifying glass icon next to the Vendor field.

Search: || | search

Add Person Add Company,

select Al Leasing edit
i select Acme Arizona edit
select Acme Business Solutions it
select -- Freeman Addison edit
select -- Freeman Terry edit
select == Freeman Diane edit
select Acme Communications Corperation edit
select -- Charleston Roesler edit
select Acme Headquarters edit
select == William Frank edit
select Acme Texas cdit
select -- King Zacheriah edit
Select Contact Cancel

15. Click select for the appropriate Vendor.

16

. Click Select Contact.

17. Click the Calendar icon and select the date for the Date of Invoice field.
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[ o Note: The Invoice Date field defaults to the current date.

In the Description field, enter information about the Invoice as needed.
In the Notes field, enter any additional information as needed.

Depending on the Invoice Type selected, there can be Custom Fields defined for the Invoice Type
to complete.

Base Rent

Rentable Area [ Square Feet
{Gross): h

To define the Invoice Costs in the lower section, start by entering information about the Invoice in
the Description field.

N T A T

Flease Select Piease select category Select jurisdictionSelect tax rate 0.000%/01/2021 - 09/01/2021

Add Cost

In the Asset drop-down, select the Asset to which the Invoice relates.

Check the Archived box to include Archived Assets in the drop-down.

From the Category drop-down, select the Cost Category.

From the Jurisdiction drop-down, select the country and province/state.

Click the Tax Rate field to display a drop-down to select the county or province that assesses taxes.

Click the Calculator icon to calculate applicable taxes that display in the Tax Amount field.

Note: Ifthe Tax Rate is updated, you must click the Calculator icon again in the Payment
field to ensure accurate tax amount is calculated in the Tax Amount field. Similarly, if the
Payment amount is edited, you should click the Calculator icon again to ensure the
accurate tax amount is calculated in the Tax Amount field.

In the Payment field, enter the amount of the payment, then click the Calculator icon to update.

Click the Incurred field to display the Calendar and select the beginning and ending dates covered
for the Invoice.

To enter data for the Custom Fields that are defined for the Cost Category, in the Actions column,
click the fields link.
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Note: Custom Fields for a Cost Category are defined and configured in the
Administration workspace within the Cost Categories file.

In the Edit Cost Field Values pop-up, enter or select data for the Custom Fields defined.
Click Save.

If the Asset has Apportionments for Costs defined, the apportion link displays in the Actions
column.

Note: Apportioning costs is available only if Apportionments have been defined for the
Asset on the Apportionments tab. The Apportionments defined for the Asset on the
Apportionments tab can be edited for the Invoice.

To apportion the Costs across Divisions and Subdivisions, click the apportion link.

In the Edit Cost Apportionments pop-up, select the Division to which you want to distribute costs
from the Division drop-down.

The Subdivision drop-down displays Subdivisions defined for the selected Division to select from.
Choose the appropriate Subdivision.

In the Split Percentage field, enter the percentage that you want to distribute to the Subdivision.

To add additional Apportionments, click Add Apportionment to display a new row and then select
the appropriate Division and Subdivision from the drop-downs.

In the Split Percentage field, enter the percentage that you want to distribute costs.

o Note: The Split Percentage must total 100%. If the Split Percentages entered do not total
100%, you cannot save the Apportionment updates. Click Normalize to adjust the Split
Percentages to total 100% by updating the last Split Percentage.

Click Set.
To add another row for costs, click Add Cost.
Complete the cost definitions for any additional costs.

Click Save and Finish.
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Adding a Recurring Payable Invoice

1. From the Top NavBar, select Management and Invoices.

LeaseAccelerator [T Management -  Reporting  Administration

Payable

+ Search Py v
+ Search Recurring Payable
Invoices

Search Payable Invoices

[

Vendor

+ Auid Pavable Invoices [ =
‘dd Earing o " s seaeh | s 09012021 Back 12 months.
Terem 4‘ Date Forward 12 months.

Shaw Unpaid Invaices Only B

Receivable =1}
Containing Costs

+ Segech Receivable laveicas (Cost Search Term Costs inrange | & - [ 1=
+ Seacch Recurring Receivably

Invgices
« Al Receivable Invoices Rsset Al Assets
+ Afd Aecuming Receivably Categary Al Categories

Iovgice =

Search

2. Inthe Action Panel, in the Payable section, click the Add Recurring Payable Invoices link to add

an invoice that you pay.

Intial Invoice

Pate: & checkban is provided when e51ing an Incumence time frame o indicate that the end date will be the end of the manth. This checkbex has no eect for weekly repeat satterms.

o rows 1o display

Add Cest
Fattern

Repeats: Every |1 || Months

Unil: i [oanzo022 | or O Uetil canceled

= s Auto Generated r .
Tnvolce #: o e L) Pre-paid/Post-paid
Purchase Order # [ Inweices
Invoice Type: Basic lrvoice
Group Basic Invoice
Currency: Please Select Currency
Contract #
Vendor: [Undenown Contact | B
Valid From: [oavzeoz 5
First Tnveice Data: |onozaoz |1
I8 Pre-paid: ]
Dascription: |
Motes:
Base Rent
Rertable Area (Gross): Square Feet
Cost Items
o Configure the invaice coats, how fien they recurs, Snd the Lmeframs Wy 2re InCurred cwte, Vi must efine AL Iat one €0t Rem for the feeurrieg invoice
The i anded that mltiple costs sssgned to the 5ame ssset and category ba ghven 8 unigus Sescripbion to distinguish sach cost. This is required for templates knked b3 sctioned revims on Conbracts.

[ oncioten | hemhvenvesGtosors L ourticton | Taxate | Poymert [rux Amoun__Totat _Jimvicad o] Than ey | P incures D)

3. Inthe Purchase Order # field, enter an identifier for the Purchase Order if appropriate.

4. From the Invoice Type drop-down, select the appropriate Invoice Type.

Note: Invoice Types are defined and configured in the Administration Invoice Types

function. Each Invoice Type can have Custom Fields defined.

5. From the Group drop-down, select the identifier you want to use to group invoices.
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Note: The Invoice field Group acts like a tag and is used to group Invoices in the system
for reporting purposes.

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.

From the Currency drop-down, select the monetary currency in which the Invoice is paid.

To link the Invoice to a Contract, click the magnifying glass icon next to the Contract field or enter
the Contract Number in the Contract field.

Link To Existing Contract x

Search Term ac | Search
Contract Category All contract categories

Contract Type All contract types

Lease - Real Estate Expenditure Lease

Select Rental Lease Texas Headquarters (Acme TX 001)

Utility - Gas or Electric
Select Electric Contract Orange County Office (CA 01)

Ok Cancel

From the Contract Category and Contract Type drop-downs, select the Contract Category and
Contract Type for the Contract you want to link to the Invoice. You may leave these as is to include
all Contract Categories and Contract Types.

Click Search.

From the search results listed, click the Select link for the Contract you want to link to the Invoice.

Click OK.

Click the magnifying glass icon next to the Vendor field.
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Search: || | search
Add Person Add Company,

select Al Leasing edit

i select Acme Arizona edit

1 select Acme Business Solutions it
select -- Freeman Addison edit
select == Freeman Terry edit
select == Freeman Diane edit
select Acme Communications Corperation edit
select -- Charleston Roesler edit
select Acme Headquarters edit
select == William Frank edit
select Acme Texas i
salect -- King Zacheriah edit

Select Contact Cancel

Click select for the appropriate Vendor.
Click Select Contact.

Click the Calendar icons for the Valid From and First Invoice Date fields and select the dates that
the Recurring Invoice is valid and the first invoice is to be generated.

o Note: The Valid From and First Invoice Date fields default to the current date.

If the Invoice is to be paid prior to the initiation of the covered period, verify that the Is pre-paid
checkbox is checked. If the Invoice is to paid in arrears, click to uncheck the box.

In the Description field, enter information about the Invoice as needed.
In the Notes field, enter any additional information as needed.

Depending on the Invoice Type selected, there can be Custom Fields defined for the Invoice Type
to complete.

Base Rent

Rentable Area || square Feet

(Gross):

To define the Invoice Costs in the lower section, start by entering information about the Invoice in
the Description field.

- Cost Items

+ Configure the inveice costs, how often they recurr, and the timeframe they are incurred over, You must define at least one cost item for the recurring invoice,
)+ Itis recommended that multiple costs assigned to the some asset and category be given 3 unique description to distinguish each cost. This is required for templates linked to actioned reviews on contracts.

Nota: a chackbox is provided when editing an incurrence time frama to indicata that the end date will be the end of the manth. This checkbox has no effect for waakly repeat pattarns.

e Y B R e A ey e el e M

Please Select Flease select category Australia 0.00 0.00009/02/2021 1 Months 09/02/2021 - 09/02/2021 &

Add Cost

In the Asset drop-down, select the Asset to which the Invoice relates.
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32.

33.

34.

35.

Check the Archived box to include Archived Assets in the drop-down.

From the Category drop-down, select the Cost Category.

From the Jurisdiction drop-down, select the country and province/state.

Click the Tax Rate field to display a drop-down to select the county or province that assesses taxes.

Click the Calculator icon to calculate applicable taxes that display in the Tax Amount field.

o Note: Ifthe Tax Rate is updated, you must click the Calculator icon again in the Payment
field to ensure accurate tax amount is calculated in the Tax Amount field. Similarly, if the
Payment amount is edited, you should click the Calculator icon again to ensure the
accurate tax amount is calculated in the Tax Amount field.

In the Payment field, enter the amount of the payment, then click the Calculator icon to update.
Click the Invoiced On field to display the Calendar and select the date of the first Invoice.

In the Then Every field, enter the number of times the Invoice is to be generated and from the drop-
down, select the frequency.

Click in the fields in the First Incurred column and select the dates the Invoice covers.

Note: A checkbox is provided when editing an incurrence time frame to indicate that the
end date will be the end of the month. This checkbox has no effect for weekly repeat
patterns.

Click Save.
To add another row for costs, click Add Cost.
Complete the cost definitions for any additional costs.

Click Save.
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Adding an Ad-hoc Receivable Invoice

1. From the Top NavBar, select Management and Invoices.

;LeaseAccelerator [T Management -  Reporting Administration .
]
Payable Search Payable Invoices
Starch Payabie Invoicss
Fayable

nwcice Search ceiecrsea (00012021 ] Back 12 months
o

L Forward 12 menths

Vendor - Show Unpaid Irvolces Only

Containing Costs
Cast Search Term Costs in range

Asset All Assets
Categery All Categories

2. Inthe Action Panel, in the Receivable section, click the Add Receivable Invoices link to add an
invoice.

3. Inthe Invoice # field, enter an identifier for the Invoice.

Add/Edit Receivable Invoice(s)

Similar Invoices

Vender: —r

Date of Inveice: eamameat |

4. From the Invoice Type drop-down, select the appropriate Invoice Type.

Note: Invoice Types are defined and configured in the Administration Invoice Types
function. Each Invoice Type can have Custom Fields defined.

5. Inthe Purchase Order # field, enter an identifier for the Purchase Order if appropriate.

6. From the Group drop-down, select the identifier you want to use to group invoices.

Note: The Invoice field Group acts like a tag and is used to group Invoices in the system
for reporting purposes.

7. Toadd 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.

8. From the Currency drop-down, select the monetary currency in which the Invoice is paid.
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To link the Invoice to a Contract, click the magnifying glass icon next to the Contract field or enter
the Contract Number in the Contract field.

Link To Existing Contract

Search Term ac | Search
Contract Category All contract categories
Contract Type All contract types v
Lease - Real Estate Expenditure Lease
Select Rental Lease Texas Headquarters (Acme TX 001)
Utility - Gas or Electric
Select Electric Contract Orange County Office (CA 01)

Ok Cancel

From the Contract Category and Contract Type drop-downs, select the Contract Category and
Contract Type for the Contract you want to link to the Invoice. You may leave these as is to include
all Contract Categories and Contract Types.

Click Search.

From the search results listed, click the Select link for the Contract you want to link to the Invoice.
Click Ok.

Click the magnifying glass icon next to the Vendor field.

Search: || | search

Add Person Add Company,

select Al Leasing edit
i select Acme Arizona edit
select Acme Business Solutions it
select -- Freeman Addison edit
select -- Freeman Terry edit
select == Freeman Diane edit
select Acme Communications Corperation edit
select -- Charleston Roesler edit
select Acme Headquarters edit
select == William Frank edit
select Acme Texas cdit
select -- King Zacheriah edit
Select Contact Cancel

15. Click select for the appropriate Vendor.

16.

Click Select Contact.

17. Click the Calendar icon and select the date for the Date of Invoice field.
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[ o Note: The Invoice Date field defaults to the current date.

In the Description field, enter information about the Invoice as needed.
In the Notes field, enter any additional information as needed.

Depending on the Invoice Type selected, there can be Custom Fields defined for the Invoice Type
to complete.

Base Rent

Rentable Area [ Square Feet
{Gross): h

To define the Invoice Costs in the lower section, start by entering information about the Invoice in
the Description field.

N T A T

Flease Select Piease select category Select jurisdictionSelect tax rate 0.000%/01/2021 - 09/01/2021

Add Cost

In the Asset drop-down, select the Asset to which the Invoice relates.

Check the Archived box to include Archived Assets in the drop-down.

From the Category drop-down, select the Cost Category.

From the Jurisdiction drop-down, select the country and province/state.

Click the Tax Rate field to display a drop-down to select the county or province that assesses taxes.

Click the Calculator icon to calculate applicable taxes that display in the Tax Amount field.

Note: Ifthe Tax Rate is updated, you must click the Calculator icon again in the Payment
field to ensure accurate tax amount is calculated in the Tax Amount field. Similarly, if the
Payment amount is edited, you should click the Calculator icon again to ensure the
accurate tax amount is calculated in the Tax Amount field.

In the Payment field, enter the amount of the payment, then click the Calculator icon to update.

Click the Incurred field to display the Calendar and select the beginning and ending dates covered
for the Invoice.

To add another row for costs, click Add Cost.
Complete the cost definitions for any additional costs.

Click Save and Finish.

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware 16

Adding a Recurring Receivable Invoice

1. From the Top NavBar, select Management and Invoices.

PLLLLE U E ome  Management -~ Reporting  Administration
Ll e
Payable Search Payable Invoices
Search Payable Invoices
¢ Baacch Bxcuning Favale
. _m_wnz:_mv_m - —
e - P stat (09012021 JE] | Back 12 months
Term 4] Date Forward 12 months.
Vendor |_ - Shaw Unpaid Involces Only B
Receivable =
Containing Costs
+ Search Rscalvable [nveices ComsemenTeem || Costs in range 3 - [ 1=
" Saaesh Recurring Receatls
e Rsset Al Assets
+ Aid Recuming Recsivably Category Al Categories
Search

2. Inthe Action Panel, in the Receivable section, click the Add Recurring Receivable Invoices link
to add an invoice.

Irinial Invesce

Inveics 8t Aute Generated

1) Pre-paid/Post-paid

Purchase Order # | Bvolom

Invaice Type: Basic Invaice
Group Basic Inveice
Currency: Fiease Select Currency
Contract =|E]
Vendor: | Unknown: Contact | @A
Valid Fram: [vanamer |5
First Invoice Date: |vaneme 5
1s Pre-paid:
Description: |
Nates:
Cost Items

oefigure the inveics costs, R oftan they recurr, and the tmeframa thay sr ncurmed over. You must define st lesst one cost ftem for tha recering invs
OB T sacoramesced thak ipre coms Semyed v o e aadk o0 Htegery Do gt 8 ot eacoon 5 atiuiah aach coat. The 1 requld o Eoragates Sked 1o actioend reviews ca contracs

i indicate that the end date wil be the end of the manth. This checkbox has e effect for weekly repeat patberns.

T T T e T TN T T T T T T

P rows to display

Add Cost
Pattern

Repaats: Every[ 1 || Metrs

until: | osoazoez |[E] or 0 umtil canceled

Save  Cancel

3. Inthe Purchase Order # field, enter an identifier for the Purchase Order if appropriate.

4. From the Invoice Type drop-down, select the appropriate Invoice Type.

Note: Invoice Types are defined and configured in the Administration Invoice Types
function. Each Invoice Type can have Custom Fields defined.

5. From the Group drop-down, select the identifier you want to use to group invoices.
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Note: The Invoice field Group acts like a tag and is used to group Invoices in the system
for reporting purposes.

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.

From the Currency drop-down, select the monetary currency in which the Invoice is paid.

To link the Invoice to a Contract, click the magnifying glass icon next to the Contract field or enter
the Contract Number in the Contract field.

Link To Existing Contract x

Search Term ac | Search
Contract Category All contract categories

Contract Type All contract types

Lease - Real Estate Expenditure Lease

Select Rental Lease Texas Headquarters (Acme TX 001)

Utility - Gas or Electric
Select Electric Contract Orange County Office (CA 01)

Ok Cancel

From the Contract Category and Contract Type drop-downs, select the Contract Category and
Contract Type for the Contract you want to link to the Invoice. You may leave these as is to include
all Contract Categories and Contract Types.

Click Search.

From the search results listed, click the Select link for the Contract you want to link to the Invoice.

Click Ok.

Click the magnifying glass icon next to the Vendor field.
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Search: || | search
Add Person Add Company,

select Al Leasing edit

i select Acme Arizona edit

1 select Acme Business Solutions it
select -- Freeman Addison edit
select == Freeman Terry edit
select == Freeman Diane edit
select Acme Communications Corperation edit
select -- Charleston Roesler edit
select Acme Headquarters edit
select == William Frank edit
select Acme Texas i
salect -- King Zacheriah edit

Select Contact Cancel

Click select for the appropriate Vendor.
Click Select Contact.

Click the Calendar icons for the Valid From and First Invoice Date fields and select the dates that
the Recurring Invoice is valid and the first invoice is to be generated.

o Note: The Valid From and First Invoice Date fields default to the current date.

If the Invoice is to be paid prior to the initiation of the covered period, verify that the Is pre-paid
checkbox is checked. If the Invoice is to paid in arrears, click to uncheck the box.

In the Description field, enter information about the Invoice as needed.
In the Notes field, enter any additional information as needed.

Depending on the Invoice Type selected, there can be Custom Fields defined for the Invoice Type
to complete.

Base Rent

Rentable Area || square Feet

(Gross):

To define the Invoice Costs in the lower section, start by entering information about the Invoice in
the Description field.

- Cost Items

+ Configure the inveice costs, how often they recurr, and the timeframe they are incurred over, You must define at least one cost item for the recurring invoice,
)+ Itis recommended that multiple costs assigned to the some asset and category be given 3 unique description to distinguish each cost. This is required for templates linked to actioned reviews on contracts.

Nota: a chackbox is provided when editing an incurrence time frama to indicata that the end date will be the end of the manth. This checkbox has no effect for waakly repeat pattarns.

e Y B R e A ey e el e M

Please Select Flease select category Australia 0.00 0.00009/02/2021 1 Months 09/02/2021 - 09/02/2021 &

Add Cost

In the Asset drop-down, select the Asset to which the Invoice relates.
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Check the Archived box to include Archived Assets in the drop-down.

From the Category drop-down, select the Cost Category.

From the Jurisdiction drop-down, select the country and province/state.

Click the Tax Rate field to display a drop-down to select the county or province that assesses taxes.

Click the Calculator icon to calculate applicable taxes that display in the Tax Amount field.

o Note: Ifthe Tax Rate is updated, you must click the Calculator icon again in the Payment
field to ensure accurate tax amount is calculated in the Tax Amount field. Similarly, if the
Payment amount is edited, you should click the Calculator icon again to ensure the
accurate tax amount is calculated in the Tax Amount field.

In the Payment field, enter the amount of the payment, then click the Calculator icon to update.
Click the Invoiced On field to display the Calendar and select the date of the first Invoice.

In the Then Every field, enter the number of times the Invoice is to be generated and from the drop-
down, select the frequency.

Click in the fields in the First Incurred column and select the dates the Invoice covers.

Note: A checkbox is provided when editing an incurrence time frame to indicate that the
end date will be the end of the month. This checkbox has no effect for weekly repeat
patterns.

Click Save.

To add another row for costs, click Add Cost.

Complete the cost definitions for any additional costs.

In the Pattern section, define the frequency of the Recurring Invoice.

Pattern
Repeats: Every |1 Months

Until: ® | 09/07/2022 | or Until canceled

In the Repeats field, enter the number of times the Recurring Invoice should be generated within the
time selected from the drop-down.

Click the Until radio button to specify an end date for Recurring Invoice generation or click the
Calendar icon and select the end date.
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38. Click Save.

39. Click Close in the pop-up.

Recurring Invoice Saved x

| Recurring invoice successfully saved

Close

Prefilling an Ad-hoc Invoice

Ad Hoc Invoices can be prefilled with information from an existing similar Invoice. Recurring Invoices
cannot be prefilled. As you complete the information to add an Ad Hoc Invoice, Real Estate Manager
identifies similar Invoices that you can select to prefill the information. After pre-filling the information,
you can edit it for the Invoice you are adding. Similar Invoices usually display after you select the
Vendor. Two features are available:

= Prefill Invoice — Allows you to view the information from multiple similar Invoices and the
information brought in from the similar Invoice does not overwrite information you entered but
does add information from the similar Invoice for Costs.

= Edit Existing — Does not create a new Invoice but opens the existing similar Invoice and allows
you to edit the information.

1. From the Top NavBar, select Management and Invoices.

Asoseaccelerator || S ———— CEETT—

.
Payable Search Payable Invoices

+ Search Payable Ivvoices
+ Search Recurring Paysble
Invoices

rvoices

+ Aid Pavabia Iy
» A ReCurmng Fayable [nvoke cat2021 J|  Back 12 months

woice Search Select Start
o Cate Forward 12 months.

Viendor Shaw Unpaid Invaices Only
Receivable

Containing Costs
[ o Ievsice Cost Search Term Costs in range

+ Add Receivable [nvoices Asset Al Assets
+ Add Recurring Receivable Categery All Categories

2. Inthe Action Panel, in the Payable section, click the Add Payable Invoices link to add an invoice.
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Add/Edit Payable Invoice(s)

Simitar Invaices

3. Complete the information for the Invoice you want to create until the Similar Invoices section
displays Invoices that are useful for prefilling the Invoice.

4. These existing Invoices would have similar information to what you’ve entered.

Similar Invoices
Date Invoice # Vendor Total
03/01/2022 MitPrkVII-5-20220301 Moulton Parkway Villas $4,000.00 USD
02/01/2022 MitPrkVII-5-20220201 Moulton Parkway Villas $4,000.00 USD
) 01/01/2022 MitPrkVil-5-20220101 Moulton Parkway Villas $4,000.00 USD
D 12/01/2021 MitPrkVil-5-20211201 Moulton Parkway Villas $4,000.00 USD
) 11/01/2021 MitPrkVil-5-20211101 Moulton Parkway Villas $4,000.00 USD
D 10/01/2021 MitPrkVil-5-20211001 Moulton Parkway Villas $4,000.00 USD
09/01/2021 MitPrkVII-5-20210901 Moulton Parkway Villas $4,000.00 USD
) 08/01/2021 MitPrkViI-5-20210801 Moulton Parkway Villas $4,000.00 USD
Edit Existing Prefill Invoice

5. To view information from a similar Invoice completing the Invoice you are adding, click the radio
button for the similar Invoice and then click Prefill Invoice. You may continue to select different
similar Invoices and clicking Prefill Invoice until you find the one you wish to use.

Note: The Edit Existing feature opens the selected similar Invoice to allow you to edit it.
This effectively exits the process to add a new invoice and takes you into edit mode for
that existing Invoice.

6. Depending on the Invoice Type selected, there can be Custom Fields defined for the Invoice Type
to complete.

7. The information in the Cost section for the Invoice are based on the similar Invoice chosen. You
may edit these as necessary, paying close attention to any date field.

8. Once all necessary fields have been populated, click Save and Finish to save this Invoice.

Searching Invoices

In addition to being able to add invoices in the user interface, Real Estate Manager offers the ability to
automatically generate recurring invoices for lease contracts that are imported using the REPIW. Al
invoices, regardless of how they were created, are searchable within the Invoice Management
workspace.

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware
Searching for an Ad-hoc Invoice
1. From the Top NavBar, select Management and Invoices.

2. Inthe Action Panel, in the Payable or Receivable section, click the Search Payable Invoices or
Search Receivable Invoices link.

3. You may enter text you want to use as the search criteria in the Invoice Search Term field.

Search Payable Invoices

4. You may also search by Vendor by clicking the Magnifying glass icon below the Vendor field.

5. Click select for the Vendor you want to use as the search criteria in the pop-up.

Search: || Search

Add Person Add Company

select -- Owner Asset edit
select ECO1 it
select == User Asset adit
select 15 Landscaping adit
select == Saul Jacinto adlit
select == Juan Jacinto adlit
select == Jose Baptista edit
select == Juan Baptista edit
select Keeping It Cool it
select Moulton Parkway Villas edit
select Orange County Electric & Power edit
select Real Property Solutions edit
select Roesler Property Management odit

o Can

6. Click Ok.

7. To search by invoice date, click the Calendar icon for the Select Start Date field and select the
beginning Invoice date to exclude invoice dates prior to the selected date.

8. Click Back 12 Months or Forward 12 Months to search for invoices with Invoice dates in the
preceding or forthcoming 12 months form the date recorded in the Select Start Date field.

9. Tolimit the results to unpaid Invoices, verify that the Show Unpaid Invoices Only checkbox is

22

checked or click to uncheck the Show Unpaid Invoices Only checkbox to include paid invoices in the

search.

10. To search for an Invoice using cost information, in the Cost Search Term field, enter the text you
want to use as the search criteria.

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware 23

11. Click the Calendar icons for the Costs in range field and select the beginning and ending Invoice
dates to include in the search.

12. To limit the search to invoices for a specific Asset, from the Asset drop-down, select the Asset.

13. To limit the search to invoices for a specific Cost Category, from the Cost Category drop-down,
select the Cost Category.

[ o Note: Search criteria for Invoice information and Cost information may be combined.

14. Click Search.

15. Click view in the Actions column to view an invoice.

mmmmm-z-mmmmm

RIPFYPSIt-1- 10/01/2021 Real Property Basic Rental Lease Texas Headquarters « Base Rent $5,000.00 USD  $0.00usp  $5/000.00 USD view edit

20211001 Solutions Invoice  Invoice (Aeme TX 001) (Rent) (Monthiy) Unpaid delete

RIPrpSIE-2- \ofoy/2021  Redl Property  Basic Rental Lease + Texas Headquarters + Base Rent $6,000.00 USD view edit

20211001 Solutions Involce  Invoice (Aeme TX 001) (Rent) $6,00000USD  30.00USD  jyprpniyy Unpaid delete

Searching for a Recurring Invoice

1. From the Top NavBar, select Management and Invoices.

2. Inthe Action Panel, in the Payable or Receivable section, click the Search Recurring Payable
Invoices or Search Recurring Receivable Invoices link.

3. You may enter text you want to use as the search criteria in the Invoice Search Term field.

Search Recurring Payable Invoices

Invoice Search Term Template Valid Between | 00072021 - [12emr0

Asset
Categery Al Categories
Vendor

4. You may also search by Vendor by clicking the Magnifying glass icon next the Vendor field.

5. Click select for the Vendor you want to use as the search criteria in the pop-up.
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Search: Search

Add Person Add Company

FEIELL TUTuL i
select -- Owner Asset edit
select E0D1 odit
select == User Asset odit
select 5 Landscaping oit
select == Saul Jacinto adlit
select == Juan Jacinto it
select -- Jose Baptista it
select == Juan Baptista it
select Keeping It Cool it
select Moulton Parkway Villas edit
select Orange County Electric & Power edit
select Real Property Solutions edit
select Roesler Property Management adit
Ok Cancel
6. Click Ok.

7. Click Search.

8. Click the description link in the Recurring Invoice Description column to view an invoice.

Orange County Office Invoice 04/01/2021 03/31/2022 Moulton Parkway Villas Orange County Office Base Rent (Rent) $4,000.00 USD $0.00 USD
Electric Bill 04/01/2019 03/31/2022 Orange County Electric & Power Orange County Office Electric (Utilities) $1,275.00 USD $0.00 USD
Rental Lease Invoice 06/01/2018 05/31/2025 Real Property Solutions Texas Headquarters Base Rent (Rent) $5,000.00 USD $0.00 UsD
Rental Lease [nvoice 06/01/2020 05/31/2025 Real Property Solutions Texas Headquarters Base Rent (Rent) $6,000.00 USD $0.00 USD

Editing an Invoice

To edit an Invoice, use the Search function to locate the Invoice and select it for editing. If the Invoice
was linked to a Contract, the Contract cannot be removed or changed. However, if the Invoice was not
linked to a Contract, it can be linked to a Contract when edited.

Deleting an Invoice

To delete an Invoice, use the Search function to locate the Invoice and select the delete option in the
Action Column. Once you confirm you want to delete, the invoice is removed.

To delete a Recurring (Payable or Receivable) Invoice, you must search for the recurring invoice first,
then once you’ve selected the Recurring Invoice from the results, you may click the delete link to remove
individual invoices.
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Version Summary

Version Changes/Updates Date
21R3 Guide created. Invoice Workspace broken out from larger guide. 09/14/2021
23R3 Removed all reference to Real Estate Manager. 08/07/2023
24R1.1  |Added steps for Tax Amount calculations. 03/01/2024
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