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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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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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Manage Cost Categories
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4. Inthe 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 .4
Description: [ |
Is Gross: O

Ledger Code: | |
Ordering: ’70

Category is Lease U
Accounting Significant:

5. From the Group drop-down, select the type of Cost you are adding. Existing Groups display.

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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10.

1.

12.

13.

14.

15.

16.

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.
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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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Version Summary
Version Changes/Updates Date
21R2.1 |Guide created. Cost Category workspace broken out from larger guide. 07/26/2021
23R3 Removed all reference of Real Estate Manager. 08/07/2023
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