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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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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.
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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
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» 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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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

16

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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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.
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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 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)
P Real Estate Expenditure Lease e
A New |
Lo || ot Tones > e » et Enae Expensture Losse
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

Asd Mew Group | Select Custom Fieids In Groups @

Lasss Datails (sdit} Ordaring: 1
Fiald Hama Data Typs Raguired AlLow Multipls Dafault Vatu Actions
Gross-up (Y/N) Vet ] ) ot wet -
Gross-up % Desimal [ e - Pt set 4 | cemien
Iréaxsd Adjustmant Sommants Teat [ o - rat ek o5 | remiy
Trdaxed Adjustment Date Date "o o - not st C
Currant Index Dacimal " e - not st B | cemiren
Indax Baes Date Dot [ o - rot sek g3l | emine

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
- [ | e s | e G s | i e v
02307 24141950101
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
- *
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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

28

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
fadd Option

Intal Term o1/61/2025 () - | 300472026 5] s Int.al Term

Reviews and Adjustments:

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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o A1 Bk Caceets » LA 49980
e e— |
Contract Details Unsynchronized - No Lease Accounting Readiness Reviews
o . Lk_£3383
N At Flaasr choose B0 oy =
chadule Mamb LA_$3383
Shabus: Curmant
Currencys fustalan pad Next Review
Contract Typa: LA-E0919_GRA Thare arw currenthy e upcoming s
Py & Contract Modfied Groas Lesse
‘Contract Typai MNext Option
1n Prartial iulidings ™ Thare are currently Fo upcoming options
Landiord: Tecpot 07-08-3]
T ! -0
Traasury Approver: Ireanuro Syarmear
et Equivalent Ratic: L0000
Documsent Tamplates Hpnpgs Dogument Terlsie
Guarantess: Thia sgemermant curranthy doas not have any guarantess.
Ansatu:
LA_£3383 (Priffiny Madat Mg
Other Clauses: Categary Mame Section Current Clause Detaids [r——

Eit Motes
Carrant Costs : Category | Mame| Base Anssunt Tam Armoust Tolal Amssunt | Fresusncy PuA, Ex Tax o
Rant Rant $10.000,00 ALD BRO0000 AUD $15.000.00 AUD Manthly $120,000,00
Total $10,000.00 AUD  $1,000,00 AUD  $11,000.00 ALD $136,000.50 ALD
Filest Uplosded On File Mame Descrighion Expires On Actisns
Thess are currantly no attached filem
LA-6091% Custom Grous ~ |

Rentable Ares (Gross):  100.008 |
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Document Templates

Real Estate Manager enables users to generate professional contract documents by uploading custom
Word templates. These templates use dynamic tags and tokens to automatically populate contract data,
ensuring consistency and accuracy across all generated documents.

This guide covers the step-by-step process for uploading a document template to the Real Estate
Manager Administration section and generating a contract document from it.

For instructions on designing and structuring templates, refer to Designing the Template section.

How to Use

1. Go to the Administration section of the Real Estate Manager platform.

2. Selectthe Contract Types tile.

Administration

Bulk Update Geo
Location

System
Configuration

Cost Categories Asset Types Contract Types Invoice Types Divisions Contracting Tasks Download PIW Bulk Upload Files Bulk Import

(s MEN: . ° °

Payment File Bulk Custom Bulk Custom Bulk One-time
Tax Rates Configuration Fields Download Fields Upload Invoices Upload

3. Choose either Manage Shared Document Templates for Payable Contracts or Manage
Shared Document Templates for Receivable Contracts.

it Real Estate Manager Home Management ~  Reporting +  Administration

Manage Contract Types

Administration > Contract Types

»

Contract Categories Choose A Contract Type from the panel on the left.
All Categories -
Manage Shared Document Templates for Payable Contracts
Add New

Manage Shared Document Templates for Receivable Contracts

Lease
Expenditure Lease

Real Estate Lease

4. The system displays a modal screen.
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| -

selection and clicking the download button.

\?) Use this file manager to manage the files in the file collection. You may download a selection of folders and/or files as a zip file by adding them to the

File Collection
'S / (28 files)
File Name
document_template_ContractBreakTerminationPenalities.docx
'\ document_template_ContractBreakTerminationPenalities.docx
| document_template_ContractBreakTerminationPenalities.docx
‘ document_template_ContractBreakTerminationPenalities.docx
{ document_template_ContractFiles.docx
document_template_ContractFiles.docx
document_template_ContractFiles.docx
document_template_ContractFiles.docx
document_template_ContractIncentives.docx
document_template_ContractIncentives.docx

document_template_ContractIncentives.docx

Extension
docx
docx
docx
docx
docx
docx
docx
docx
docx
docx

docx

5. Right-click next to the + icon and select Upload Files.

Upload Date
12/03/2021
11/12/2020
11/03/2021
07/02/2025
11/12/2020
11/03/2021
12/03/2021
07/02/2025
11/12/2020
11/03/2021
12/03/2021

Classification

o 8 8 ] 5] 5N 5 S
0000 C0O000C000
B Al A A B A 2 B R 2 i )

Note: The user can also right click on the existing file name and email the file, rename,

download or delete the file.

6. Choose the template file from the system and click Upload.

Upload Files

Select the list of files you wish to upload to this path, then click the Upload button to upload all selected files.

Custom Report - Templ...

P @[

B Custom Report _ Template Functionality _1_.docx

7. Once the upload is complete, click Finished.

8. Navigate to the relevant contract.

9. Select Generate Document from the Actions drop-down and click Perform Action.
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REM-43292—2 (Leased Real Estate Asset)

I Summary | Detais | Valuations | Contracts (1) | Apportionments | Subdivisions | Consent/Approvals | Exit Costs | Insurance Records | Compliance | Tasks I Files | Contractors | Budget -
View All Payable Contracts > REM-43292-2

Contract Details

Description: REM-43292-2

- - Actions:
Reference No.: REM-43292-2

Status: Current

Please choose an action

Ccurrency: Australian Dollar Move Contract

Next Review
Real Estate Expenditure Lease Generate Document

Contract Type: There are currently SO0 Z D cument

Vendor: SonyPvtitd

; Enter Hold-Over
Contracting Party: E001 Next Option -
Terminate Payable Contract

Archive Payable Contract

There are currently
0.0000

Net Equivalent Ratio:

Document Temnlates: Manage Document Templates

10. Select the desired document type from the drop-down.

11. The system generates the document using the uploaded template and populates it with contract
details.

Troubleshooting

® |f the upload fails, verify that the file is a valid .docx document.

®  Ensure the template follows the required structure described in Designing the Template
section.

® |f the generated document does not display the expected data, confirm that all tags in the
template match those in the master template.

Designing the Template

This section explains how to design document templates using the master field list. Users can use tags,
tokens, variables, and functions to dynamically populate contract data in Word documents. It also
includes a ready-to-use template example that users can paste directly into a Word document and
upload to Real Estate Manager.

Designing Templates Using the Master Field List
Required Header for All Templates

Every document template must begin with the following header:

® Document Generation

® Template

What Is the Master Template?

The master template (e.g., Document Generator Test - All Fields.docx) contains a comprehensive list of
all supported elements:
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® Table Tags — e.g., ##ContractProjectedPayments##
® Value Tokens —e.g., [[Contract:ReferenceNo]]
® Variables —e.g., {{A Test Date|D}}

® Functions —e.g., [[add(CurrentDay,7)]]

These elements allow users to dynamically pull contract data into a Word document.
How to Add Fields to a Word Template?

1. Open Microsoft Word and start a new .docx document.

2. Add the required header:

e Document Generation
+ Template

3. Insert tags from the master template where the data should appear:

» For contract reference: Contract Reference: [[Contract:ReferenceNo]]
» For projected payments: ##ContractProjectedPayments##

4. Save the document with a clear name (e.g., Rent_Summary_Template.docx).

5. Upload it via the Real Estate Manager Administration section as described in Document
Templates section.

Important Rules

® Use plain text—avoid smart quotes, shapes, or headers and footers.
® Type tags exactly as shown in the master template.
® Place table tags (##...##) on their own line.

®  Users can mix static text with dynamic fields for readability.
Resources
To explore more tags and examples:

®  Refer to the master template for all available fields.

® Reach out to the Real Estate Manager administrator if a tag does not render as expected.
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Template Example and Reference

Below is a ready-to-use template example. Users can paste this content into a Word document and
upload it to Real Estate Manager to generate contract documents.

Document Generation

Template

Generated by: [[User:DisplayName]]

Date: [[CurrentDate]]

Contract Identification

This section provides the basic details that uniquely identify the contract, including its reference number,
type, and description.

Contract Reference: [[Contract:ReferenceNo]]

Contract Description: [[Contract:Description]]

Contract Type: [[Contract: Type]]

Key Dates

® Commencement Date — This is the official start date of the contract. It marks the beginning of
the contractual obligations and rights agreed upon by the parties.

= Expiry Date — The expiry date represents the end of the current term of the contract. After this
date, the contract is no longer active unless the parties exercise renewal options.

=  Absolute Expiry Date — The absolute expiry date indicates the final possible end date of the
contract, considering all renewal options linked to the agreement—even if those options have
not yet been exercised. If the absolute expiry date extends beyond the standard expiry date, it
means there are renewal options available that have not been utilized.

Commencement Date: [[Contract: Commencement]]

Expiry Date: [[Contract:Expiry]]

Absolute Expiry Date: [[Contract:AbsoluteExpiry]]

Current Term: [[Contract: TermStart]] to [[Contract: TermEnd]]

Next Review: [[Contract:NextReview:ReviewDate]] (Type: [[Contract:NextReview:ReviewType]])
Financial Information

This section displays projected payments and cost changes to help track financial obligations and
trends.

Projected Payments
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This tag produces a table that displays all scheduled payment amounts and their corresponding due
dates for the contract.

Projected Payments: ##ContractProjectedPayments##
All Contract Reviews

This tag produces a table that lists all past and upcoming contract reviews, including review dates and
types.

All Contract Reviews: ##ContractAllReviews##
Contract Guarantees

This tag produces a sequential stack of tables that show the type, amount, and guarantors of each
guarantee.

Contract Guarantees: ##ContractGuarantees##
Contract Incentives

This tag produces a sequential stack of tables that show the type, date, amount, and description of each
contract incentive.

Contract Incentives: ##Contractincentives##

Contract Initial Costs

This tag produces a sequential stack of tables that show the description and amount of each initial cost.
Contract Initial Costs: ##ContractlnitialCosts##

Contract Make Good Costs

This tag produces a table with the date of obligation and a sequential stack of tables that show the type,
amount, and description of each make good cost.

Contract Make Good Costs: ##ContractMakeGoodCosts##
Contract Break Termination Penalties

This tag produces a table with the date of obligation and a sequential stack of tables that show the type,
amount, and description of each break termination penalty.

Contract Break Termination Penalties: ##ContractBreakTerminationPenalties##
Parties Involved

This section details all participants in the contract, including vendors, contracted parties, and lessors.
Vendor / Contractor

Name: [[Contract:Vendor:Name]]

Contact: [[Contract:Vendor:Contact]]

Address: [[Contract:Vendor:Address:Full]]

Contracted Party

Name: [[Contract:ContractedParty:Name]]

Address: [[Contract:ContractedParty:Address:Full]]
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Lessor
Name: [[Contract:Lessor:Name]]

Address: [[Contract:Lessor:Address:Full]]
Asset Information

This section provides details of the asset associated with the contract, including name, reference, and
location.

Asset Name: [[Asset:Name]]
Asset Reference: [[Asset:ReferenceNo]]

Asset Address: [[Asset:Address:Full]]
Attachments and Clauses

This section includes contract clauses and any files attached for reference or compliance.
Contract Clauses: ##ContractClauses##

Attached Files: ##ContractFiles##
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Version Summary

Version Changes/Updates Date
21R2.1 Guide created. Contract Types broken out from larger guide. 07/28/2021
23R3 Removed all reference to Real Estate Manager. 08/07/2023
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