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1.0 INTRODUCTION

1.1  Overview

This booklet provides a summary of features of the computer software PMX developed to assist Agents
with the Letting and Management of Residential Properties.

The system is comprised of four principal sections:

Letting

Management

Accounting

Repairs

Standard

Advanced

This section takes you from the initial viewing and instruction
through to finding and installing the tenant.

You may record full details of Properties and Landlords and
Applicants and Viewings. You can produce al necessary
correspondence and documentation including the tenancy
agreements, available property lists and check lists.

This section leads you through the Rent Collection, Regular
Checks, Inspections and Diary Items.

The system holds data on Properties including details of Landlord,
Tenants, Contacts and Banking Data. Full details of tenancy
terms are also included. Financia details include rents, deposits,
fees and other charges associated with each property.

This section alows daily entry of Receipts and Payments and
regular Accounting to your Landlords, Analysis of Fee Income
and Reconciliation of Balances and Client Accounts.

The system will record all transactions through the Clients
Account. All payments and receipts relating to each property can
be recorded, including rent payments, deposits, expenditure on
repairs etc. Landlord Accounts and Invoices are generated at the
end of each period and statements for each property record any
outstanding balances.

For the more demanding subscriber, this section includes Cheque
Printing, Multiple Client Accounts, a Contractor Ledger and
much more.

This section assists with the management of maintenance and
repair work on the Properties. It holds details on each Job and
produces various check lists to monitor progress. It accesses the
list of Contractors and assists with the production of the Job
Sheet.

Output is provided in various forms throughout the system. Most output may be directed to the
printer or can be viewed on screen. Some output is available in the form of merge data files which
will link with your word processor. This feature allows you to continue to use your own format for
items such as letters chasing overdue rent, forms serving notice and forms of agreement. The PMX
system will integrate with most proprietary word processing programs.

The system is “menu driven” and requires no specialised computer knowledge. It can be operated
with amouse and keyboard or a keyboard alone.

PMX: PMX.SUM



20 LETTING ADMINISTRATION

2.1 Oveview

The Letting Administration is designed to help with the process of letting a property from the
instruction stage through to installation of the new tenant.

There are three types of information held on the system:

Property Information Used by the system to define the attributes of each property
including any stipulations of the Landlord.

Applicant Information Used by the system to define the requirements of each applicant.

Diary of Viewings Details of Property Viewings both past and future.

The search for Applicants and Properties may be carried out in four different ways:

From an Applicant Details Screen you may find suitable Properties
From a Properties Details Screen you may find suitable Applicants
Y ou may search generally for Properties fitting certain criteria
Y ou may search generally for Applicants fitting certain criteria

The results of each of these searches may be printed in summarised or detailed form.

There are four types of output available from the system:

Property Lists Genera Property Lists
Available Property List
Lists personalised to a selected applicant
Liststailored to certain requirements
Properties by Promotional Source

Applicant Lists General Applicant Lists
Liststailored to a selected property
Liststailored to certain requirements
Applicants by Promotional Source

Diary of Viewings Lists Viewings by date and negotiator
Correspondence/ Confirmation of Instruction, Terms etc.
Documents Applicant Reference Letters

Confirmation of Letting
Utilities Change of Name
Tenancy Agreement and Notices

The Letting Administration is specifically designed to be used on a day to day basis giving you the
flexibility to deal with any property, landlord or applicant quickly and efficiently.

PMX: PMX.SUM 2



2.2  Applicant Details

PMX Yersion b

Letting Repairs Tools

Code FROO1 Source m" Thompsons
Negotiator JMDY Davies SJtatus Active ¥

First Natne Hary Initials M
Last Namwme Franks Title M=
Tel (Day) 0171-345 6789
Tel (Ewe) 0181-425 5438

Max Rent 500 Fcm Na. Bedrooms 3 Min
Property Types D[,3 ¥ Garden Tes ¥
Locations Hil, HiAz ¥ Garage o ¥
Furnished 7 ¥ Term Bequired 12 Mths
By 25/08/1998

Late Entered 07/07/1998 Last Matched 09/08/ 1998
Last Viewing 01/08/ 1998

Tools Viewings Personal

% PMX Version 6 L 1321

R Start| T Microsoft Word - PMX.DOC |

The Applicants Details Screen is divided into four main sections:
Agent Details
Negotiator assigned
Status of Applicant (Active/lnactive)
From what source the applicant heard of the agent

Applicant Contact Details

Applicant name
Business and home telephone numbers

Applicant Requirements for Matching
These are the requirements used for automatic matching. They include:
Rent payable
Property type location and number of rooms
Furnishing, Garden and Garage requirements
When property is required
Date information
When the applicant was entered on the system

When matching to find an appropriate property was last undertaken
When the applicant last viewed a property

PMX: PMX.SUM 3



Personal Details are held on the Applicant and are divided into four main sections:
Applicant Address
Whether it is a Company Let
Personal information: family situation, do they smoke, will they share
Special Requirements

The following additional information may be entered:

Referee Details, Employer, Bank, Character and Other
General Notes

Tools

Fersonal Details - Ms M Franks

Address 12 Hawthorne Drive Pinner

Micddlesex
HL3 3ER

Company Let No ¥ Company Code

Family  tes v peta sharecs
Children Tes ¥ Smokers DES

Company

PMX: PMX.SUM 4



2.3 Property Details

Il T v | 25 |

MIEE 13

bvrailable Property — W1l

Type Mans
Landlord Tovey, Status Lvailable¥

Title Waverley Road Town Rayners Lane
Address 11 Wawverley Road County Middlesex

F Code

FPhone 0151 683 3421

Sort On Waverley Road

Fent (FPcm) G25.00 Deposit GZ25.00
FProperty Type F ¥ Flat HNo. EBedrooms 3
Lacation b1 ¥ Watford Garden Conrmanaly¥
Furnished Tes ¥ Garage Tes¥

Date Entered 01/07/1995 Date Available 23/07/1995
Viewing Contact current tenants on shove phone nunber

Tools Viewings= Aocct L'lord 7 Othe Cont

5 PMX Version 6 L 1323

R Start| T Microsoft Word - PMX.DOC |

The Property Details Screen is divided into four main sections:

General Details Type of agent service on the property
Landlord name and status of property

Address Details Full Address and telephone details

Property Details These are the details used for automatic matching. They include:
Rent required, Property type, Location and Number of Bedrooms,
Furnishing, Garden and Garage, Date available

Date Information When the property was entered on the system
When the property is available

PMX: PMX.SUM 5



The following additional information may be entered:

Account Details which show the Rent and Deposit and Fees charged to the Landlord
Landlord and Contact Name, Address and Telephone
Let check-list of tasks to undertake before the applicant movesin

Other Property Details

™ PMX Version b

T 8 x 16 =

This screen is used to record other details regarding the property

including rooms and facilities. It is displayed below:

Hanagement

Tools

o [0z L= L5 1

C. Heating
I. Glazing
Bathrooms
Shower Rooms
WCs

Kitchen
Lounge
Dining Room
Scudy

Entry Phone Mo ¥
Holkh Type Fas ¥
cren Type Electric¥
Fridoge Tes¥
Freezer No ¥
W/ Machine Tes¥
Dryer Ho ¥
Dish Washer No ¥
MNicrowawve MNo ¥

Parking

Bus
Underground
Erit. Rail
Fool

Swim.

Octher Agents

Garage ¥
2 [(mins)
5 (mins)
0 imins)

Mo ¥

No ¥

Jource
Condition
TO-LET Eoard
Bills

(1-5]

Specizal Instructions

TRY¥
3
Tes¥
Incl

Yellow Pages

Extra Refs
usive¥

= | Slaltl A Microsoft ward - PMX.DOC "? PMX Yersion b
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24  Viewings

The system allows you to maintain a Diary of Viewings past and future. You may access this Diary
either from the Applicants Details Screen or from the Property Details Screen.

When you click on Viewings from the Applicant Details Screen you access a list of the Viewings
assigned to that applicant.

> PMX Version b

T 8«16 =]

Letting Repairs

Viewing igry — M=z M Franks

Property Oualified
Archery C 1=} ]

18/07/1995 56 Greenford Road

Z0/07/1998 43 Draycotte Avenue

23/07/1998 § Hawthorne Driwve

01/05/1998 54 Barn Way

#hiStart | T Micrasalt Word - PMX.DOC |37 PMX Version 6 4§ 1326

When you click on Viewings from the Property Details Screen you access a list of the Viewings
assigned to that property.

PMX Version 6

o) (3] 515 Al

Letting Repairs Tools

Cualified

05/05/1998 WIOOL - Mrs D Wilson

#hiStart | T Micrasalt Word - PMX.DOC |37 PMX Version 6 4 1327

From either of these lists you may access full details for any of the Viewings.

PMX: PMX.SUM 7



2.5  Search and Matching

The search for Applicants and Properties may be carried out in four different waays:

From an Applicant Details Screen you may find suitable Properties

From a Property Details Screen you may find suitable Applicants

From the Main Menu you may search for Properties fitting certain criteria
From the Main Menu you may search for Applicants fitting certain criteria

Whichever one of these routes you choose you will be presented with the Match Filter Screen.

Match Filter

Rent | Max ] O ta 500, Pem
Property Type o,3 T
Location Hail, HAZ L
Furnished

Bedrooms
Garden
Garage
Ivailability

The fields on the Match Filter Screen match closely those in the Matching Details Section of the
Applicant and Property Details Screens and, when called from one of those screens, pick up their
initial values from the details entered on those screens.

Items may be Selected of De-selected to be included in a particular search.
Once the matching has been completed the system will display on the screen a list of the suitable
Properties or Applicants found. You may view on screen the details of any record, you may also print

summary lists of the Properties or Applicants.

If the initial list istoo long or too short the match can be performed again after amending the criteria
to be used.

PMX: PMX.SUM 8



2.6 Output

There are various Diary Lists and General Lists of Properties and Applicants available from the
Letting System. Some examples are given below:

Available Property List Properties available to let

LI ST OF ALL AVAI LABLE PROPERTI ES PACE 1
PRI NTED ON 25/07/1998

EASTCOTE LANE, NORTHOLT £433. 33 Pcm
2 Bed Unfurnished Seni-Detached Bungal ow in cul-de-sac. Two
car garage, 60 foot garden. Available for 2 years.

Ref: Q01 AVAI LABLE FROM 28 JUL 1998
WALTON DRI VE, HARROW ON THE HI LL £500 Pcm
3 Bed Part Furnished Seni-detached House with views over

par kl and. Recently redecorated t hr oughout . O f-street

par ki ng. Available for one year.

Ref: W7 AVAI LABLE NOW
HEADSTONE DRI VE, WVEALDSTONE £550 Pcm
4 Bed Unfurnished Sem - Detached House with 100 foot garden
mai nly | awn. Close to shops and school. Garage and
of f-street parking. Long let avail able.

Ref: HO8 AVAI LABLE FROM 9 AUG 1998
DORCHESTER WAY, KENTON £625 Pcm

3 Bed Unfurni shed Detached House close to centre of Kenton.
Heating included in rent. Medium garden.

Avai |l abl e for one year.

Ref: DO3 AVAI LABLE FROM 15 AUG 1998

VWAVERLEY ROAD £625 Pcm
2 Bed Furnished First Floor Flat close to shops and
underground. Garage and shared 60 ft garden. Available for 2

years.
Ref: W1 AVAI LABLE NOW

PMX: PMX.SUM 9



Applicant List

Applicants requiring Properties

LI ST OF ALL ACTI VE APPLI CANTS
PRI NTED ON 25/ 07/ 1998

APPLI CANT

Usoo01
SMD03
SMD02
J0002
FROO1
HC001
SMDO1

M M Usnonde
Ms J Snedl ey
Mss MF Snart
M R G Jones
Ms M Fr anks
M J M Hol nes
Ms M Smi t hson

RENT (Max) BEDS

650
500
550
500
500
750
400

NWWhAWWww

PACE 1

REQUI RED BY ENTERED
01/ 08/ 1998
09/ 08/ 1998
15/ 08/ 1998
16/ 08/ 1998
28/ 08/ 1998
28/ 08/ 1998
09/ 09/ 1998

04/ 07/ 1998
21/ 07/ 1998
24/ 06/ 1998
23/ 07/ 1998
07/ 07/ 1998
17/ 07/ 1998
06/ 07/ 1998

List of Viewings

Property Viewings selected by Date or Negotitator

LI ST OF PROPERTY VI EW NGS BY DATE

PERI OD FROM 09/ 07/ 98

PROPERTY

09/ 07/ 1998
A03 53 Archery Cl ose

18/ 07/ 1998
@4 56 Greenford Road

20/ 07/ 1998
D04 43 Draycotte Avenue

23/ 07/ 1998

H10 8 Hawt horne Drive
01/ 08/ 1998

BO1 54 Barn Wy

W1 11 Waverl ey Road

B10 34 The Broadway

05/ 08/ 1998
W1 11 Waverl ey Road

TIME OF LANDLORD
VI EW NG PRESENT

12: 00 Y
15: 30 N
12: 00 N
14:30 N
12: 00 Y
12: 00 N
12: 00 N
11:30 N

PAGE 1
PRI NTED ON 25/07/1998
ACCOVP-  APPLI CANT
ANI ED
N Ms M Franks
Y Ms M Franks
Y Ms M Franks
Y Ms M Franks
Y Ms M Franks
Y M R G Jones
Y M R G Jones
Y Ms D WIson

PMX: PMX.SUM
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Correspondence and Documentation

PMX will produce data for various documents which are generated through the merge feature
in your own word processor. This feature allows you to continue to use your own in house style

and layout for documentation.

Confirmation Letters

Agreements and Notices

Reference Letters

Applicants

Utilities

PMX: PMX.SUM

Produce Confirmation of Instruction letters including all
relevant terms and fee rates. As the letting proceeds
produce further correspondence to both landlord and
tenant.

Produce standard forms of Tenancy Agreement and
Notices. The system will provide all the necessary details
for the property, landlord and tenant.

Produce personalised letters which include the
information on the referees entered against the
applicants.

Produce personalised letters either to al your applicants
or to selected applicants.

Produce letters to the public utility companies informing
them of the change of name of the property’ s occupants.

11



3.0

MANAGEMENT

31

Property Data

The Managed Property Screen is divided into three main sections:

General Details

Type of agent service on the property

Landlord name and Tenant name

Property Address and telephone number

Accounting Balances

These balances are updated automatically when Cash Book

entries are made.

3.2

. Other Data

While the details for any property are displayed on the screen you may use the mouse or
keyboard to view and amend further data:

Landlord Details

Name, Address, Home and Business Telephone numbers

Landlord Bank and Tax Details

Tenancy Details

" PMX Version6  papeEs
Gl |e) | e A

Repairs

Tools

Tenants

(1/1)

Tenancy

Mr H Odehnal (3]

— 9 Chandos Foad

Tenancy Term
Start Date
End Date
Notice

Months¥ Fixed
28/02/ 1998
27/02/1993

Z Months¥

¥ First Entered 28/02/1998
Vacated A
Lease Type AST ¥
Extend ? Landlord Yes¥ Tenant ?77¥

FEent amount
Rent Period
Grace Period

650,00
1 Month ¥
0 Dayzs ¥

Day 25

Depositc
Agreement Fee

650.00 Agent Held¥
E0.00

Pavent
Reminder

Checue/ Cash ¥
Then Crrerdue T

Receipt redquired
Furnished

Rent o/f=s
Rent on afc

Next Rent Date

28/07/1998
0.00
0.00

Leposit Balance
Tenant Reserve

Add Invoice

Periods Split Cormm

= | Slaltl A Microsoft ward - PMX.DOC "? PMX Yersion b
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Tenant Details (cont.)

Including Tenancy Term, start and end dates, Rent Amount and Deposit required, how
the Tenant normally pays the rent, and the rent and deposit balances.

From the Tenancy screen you may access further Tenant Details:
Name and Business Telephone numbers.
Previous/Forwarding Address
Company Name and Address
The system will retain details of previous tenancies. There is also no limit to the
number of tenants who may be assigned to any one lease.
Contact Details
Name, Address, Home and Business Telephone numbers.
A contact is any person connected with the property. Contacts will include accountants,
builders or any person to be contacted in the event of the Landlord being unobtainable.

Renewal Details

Details of al items which require regular attention. The Next Due/policy End date
enables you to produce diary lists of items due at any time.

This feature can be used to hold details of any renewable contracts relating to the
property. These might include boiler maintenance, gas appliance inspection as well as
contents and building insurance.

Notes

Keep up to 30 A4 pages of notes on the property. Such notes might include details of
conversations with the landlord, meter readings or any other relevant information.

PMX: PMX.SUM 13



3.3 Diary Lists
These reports are designed to be printed on a regular Monthly or Weekly basis and will list the tasks

to be carried out during the period. When each report is selected you may enter a range of dates
within which entries are to be included.

Rent Due Dates Rents which are due to be collected

LI ST OF PROPERTI ES BY RENT DAY PACE 1
PERI OD FROM 01/ 08/ 1998 TO 31/ 08/ 1998
PRI NTED ON 25/ 07/ 1998

PROPERTY END OF RENT HOW  TENANT/ PROPERTY
TERM PAY  TELEPHONE
01/ 08/ 1998

D04 43 Draycotte Avenue 28/ 05/ 1999 736.66 1M C 909 3727(P)

LO1 40 Ladycroft Walk 28/ 03/ 1999 600. 00 1M C 952 9012(P)

M9 68 MIllers Court, Vicar 14/02/1999 520. 00 4W*> C 998 0386( P)

ML6 21 Morfa Road 08/ 04/ 1999 350. 00 4wW H 01492 342 764

NO1 52 Napi er Road 30/ 09/ 1998 650. 00 1M C 0171 893 5463
02/ 08/ 1998

BO5 23 Bennetts Avenue 01/ 10/ 1998 600. 00 1M C 575 3868(P)
03/ 08/ 1998

S06 67 Shelley Court, Eton 02/ 12/ 1998 450. 00 1M C
04/ 08/ 1998

A0l 75 Al exandra Avenue 01/11/1998 650. 00 1M *> C 422 3859(P)

FO1 81 Field End Road 02/ 05/ 1999 476. 66 1M C 0171 567 4538

HO7 4 Hereford Court, Danes 01/11/1998 520.00 1M C

ML3 65 Makepeace Road 04/ 01/ 1999 541.66 1M C 842 0815(P)
05/ 08/ 1998

EO05 334a Eastcote Lane 04/ 01/ 1999 433.33 1M C

HO2 54 The Heights 16/ 12/ 1998 550. 00 1w C 388 4252

LO9 54 Lynton Road 02/11/ 1998 500. 00 1M S 01753 877521

M76 73 Ladysmith Avenue 23/ 12/ 1998 360. 00 1M D

TO6 Lower Burtons, N ghting 02/01/1999 1500. 00 1M *> S 01494 113762(P)
06/ 08/ 1998

LO7 12 Lilliput Avenue 07/ 01/ 1999 500. 00 1W C
07/ 08/ 1998

B11 82a Bushey MII| Lane 07/ 09/ 1998 400. 00 1M C

05 5 Clare Parade, Clare R 07/01/1999 368.33 1M C

@01 8 Graham Court, Eastcot 06/01/1999 433.33 1M S 864 3487(P)

HO9 43 Hartford Avenue 06/ 01/ 1999 625.00 1M C

M5 56 Makepeace road 05/ 07/ 1999 541.66 1M C 841 8756(P)

P06 44 Pinner Park Gardens 05/ 05/ 1999 541.66 1M S 427 5528(P)

R0O5 4 Rosewood Avenue 07/ 09/ 1998 650. 00 1M C

W09 56 Warwi ck Avenue 06/ 10/ 1998 575.00 1M C 864 3029(P)
08/ 08/ 1998

HO6 345 Harrow Road 07/ 12/ 1998 500. 00 1M C 904 1085(P)
09/ 08/ 1998

B08 7 Beechwood Gardens 06/ 11/ 1998 675.00 1M C 422 1487

E09 46 Enpire Court, North 08/ 04/ 1999 500. 00 1M C

HO1 42 Hanilton Road 06/ 11/ 1998 400. 00 1M C 427 2171(P)

S04 7 Spencer Road 08/ 09/ 1998 650. 00 1M S 897 3129
10/ 08/ 1998

R0O2 86 Roxeth Grove 10/ 10/ 1998 675.00 1M C 422 1328(P)
11/ 08/ 1998

K01 43 Kingston Cl ose 11/10/ 1998 600. 00 1M C 841 7292(P)

NO3 90a Northolt Road 10/ 04/ 1999 346.66 1M C

P08 3 Parkfield Road 10/ 04/ 1999 450. 00 1M C

w4 56 Wvenhoe Road 10/ 12/ 1998 575.00 1M C 0181 564 3451
12/ 08/ 1998

HO2 54 The Heights 16/ 12/ 1998 550. 00 1w C 388 4252

PMX: PMX.SUM 14




Rents Overdue Properties where rent payments are overdue.

LI ST OF PROPERTI ES W TH RENT OVERDUE BY 7 TO 14 DAYS PACE 1

PRI NTED ON 25/ 07/ 1998

PROPERTY ADDRESS HOW REM ND DUE PERI OD TOTAL

CODE PAY DATE RENT as

KO1 43 Kingston Close - 1 C Y 11/07/ 1998 600.00 1M 600. 00
M N Ryan and D Ryan

NO3 90a Northolt Road - 1 C Y 11/ 07/ 1998 346.66 1M 346. 66
M ss J Canpana and M ss J Ryder

P08 3 Parkfield Road - 1 C Y 11/ 07/ 1998 450.00 1M 450. 00
M H Rees and M S Harris

w4 56 Wvenhoe Road - 1 C Y 11/ 07/ 1998 575.00 1M 575. 00
M M Gregory, M B Shaw and M ss G Arthur

LO2 417 Long Elnms - 1 S N 12/ 07/ 1998 563.33 1M 563. 33
M J O Fl aherty

M4 56 Mountbel Road - 1 C Y 13/ 07/ 1998 550.00 1M 550. 00
M J Keane

TO5 17 Twyford Road - 1 C Y 13/ 07/ 1998 546.00 1M 546. 00
Mss R Kilburn, Mss J Wiatford and M R Brettell

B10 34 The Broadway - 1 C Y 14/ 07/ 1998 400.00 1M 400. 00
M R Jolley and Ms V Jolley

BO7 43 Byron Court, Byron - 1 C Y 15/ 07/ 1998 455.00 1M 455. 00
Mss S Burke and M P St. John

ML1 15 Makepeace Road - 1 C Y 15/ 07/ 1998 563.33 1M 363. 33
M ss J Edwards and M ss L Edwards

A02 76 Archery Close - 1 C Y 16/ 07/ 1998 400.00 1M 250. 00
Dr J C Geeve

A03 53 Archery Close - 1 C Y 16/ 07/ 1998 433.33 1M 433. 33
M J Call aghan and M ss D Rahman

D02 57 Danes Court, North - 1 C Y 16/ 07/ 1998 541. 66 3M 541. 66
I nterproducts SA

Fo4 34 Fontwell Close - 1 S N 16/ 07/ 1998 476.66 1M 476. 66
M N Martin

H10 8 Hawt horne Drive - 1 C Y 16/ 07/ 1998 600.00 1M 600. 00

M ss J Hooper, M MLaird and M J Collins

Tenancy Renewals List of Properties which require Notice to be served or Properties which are
due to reach their End of Term.

LI ST OF PROPERTI ES BY NOTI CE DUE FROM 01/08/1998 TO 31/08/1998 PAGE 1
PRI NTED ON 25/ 07/ 1998

PROPERTY ADDRESS END OF NOTI CE LL TEN LEASE
CODE TERM EXT EXT

B0O5 23 Bennetts Avenue 01/10/ 1998 2M Y N AST
W9 56 Warwi ck Avenue 06/ 10/ 1998 2M Y Y AST
R0O2 86 Roxeth Grove 10/10/1998 2M Y 2 ASS
KO1 43 Kingston C ose 11/10/ 1998 2M N Y AST
HO5 70a Headstone Drive 12/10/ 1998 2M Y Y AST
RO4 13 Rayners Lane 22/10/ 1998 2M Y N ASS
No4 87a Northolt Road 23/10/ 1998 2M N N AST
F02 39 Fel bridge Avenue 26/11/ 1998 3M Y Y STAT
B13 47 Bushey Hall Road 27/ 10/ 1998 2M Y ? AST

PMX: PMX.SUM 15




I nspections

Properties which are due for inspection.

LI ST OF PROPERTI ES DUE FOR | NSPECTI ON

WHERE | NSPECTI ON | S FROM 01/ 08/ 1998 TO 31/ 08/ 1998

PRI NTED ON 25/ 07/ 1998

PROPERTY ADDRESS

CODE

ML4 73 Masons Avenue

B03 55 Bury Street

FO1 81 Field End Road

HO7 4 Hereford Court, Danesga
L09 54 Lynton Road

P06 44 Pinner Park Gardens
B08 7 Beechwood Gardens

HO1 42 Ham | ton Road

TO5 17 Twyford Road

WL2 34 Wl beck Road

M9 68 MIlers Court, Vicars
LO3 35 Lankers Drive

A04 3 Audl ey Court, Rickmansw
P02 65 Popl ar Grove

S01 3 St Pauls Cose

RO6 87 Roxborough Road

M7 80 Makepeace Road

W6 3 watford Road

POST CODE LAST

I NSPECTI ON

01/ 05/ 1998
03/ 05/ 1998
04/ 05/ 1998
04/ 05/ 1998
05/ 05/ 1998
07/ 05/ 1998
09/ 05/ 1998
09/ 05/ 1998
13/ 05/ 1998
14/ 05/ 1998
16/ 05/ 1998
17/ 05/ 1998
18/ 05/ 1998
18/ 05/ 1998
18/ 05/ 1998
19/ 05/ 1998
20/ 05/ 1998
21/ 05/ 1998

HA4 3EFA

PACE 1

TENANT/ PROPERTY
TELEPHONE

221 1939
017072 78618
0171 567 4538

01753 877521
427 5528(P)
422 1487
427 2171(P)
422 5484(P)
864 0739(P)
998 0386( P)
866 2715(P)
863 3560
908 1648( P)
570 5347(P)
863 2287(P)
841 1931(P)
904 8551( P)

General Renewals

List of renewals, either general or by type, e.g. Gas | nspections due etc.

LI ST OF PROPERTY RENEWALS

WHERE RENEWAL |'S FROM 01/ 08/ 1998 TO 31/ 08/ 1998

PRI NTED ON 25/ 07/ 1998

Pr op
Code

Property
Addr ess

BO1 54 Barn Wy

Descri ption

Let-Sure
W nt er

Ri chmund

33344455

B05 23 Bennetts Avenue

Gas Safety Certificate
A Weébster

& Co

0181-435 8103

9 Chandos Road

Gas Safety Certificate

Ford Pl unmbing Ltd
0181- 435 8103

26 Walton Drive

Let - Sure
W nt er

Ri chmund

09876577

43 Draycotte Avenue

Let-Sure
W nt er

Ri chmund

45632188

H10 8 Hawt horne Drive

Bur gl ar Al ar m Mai nt enance
Secure-it

Ltd

1234321
01923 111999

B10 34 The Broadway

Let-Sure
W nt er

Ri chmund

77766655

PACE 1

Renewal
Dat e

03/ 08/ 1998

10/ 08/ 1998

11/ 08/ 1998

11/ 08/ 1998

13/ 08/ 1998

15/ 08/ 1998

23/ 08/ 1998

PMX: PMX.SUM
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3.4 Generd Lists

These reports provide general information for the properties and will normally be distributed to all
staff members at regular intervals. They can be printed whenever they are required.

Property List General list of let properties.

LI ST OF ALL PROPERTI ES PAGE 1
PRI NTED ON 25/ 07/ 1998
PROPERTY FEE RATE PERICD WEEKLY START OF END CF
RENT RENT TERM TERM

SPLIT COW SSI ONS

B0O6 4 Badnminton d ose EC2R 4TR  3.30% 520.00 1M 120. 00 11/02/1998 10/ 08/ 1998
Q7 6 Chartres Court 3.30% 500.00 1M 115. 38 22/12/1997 21/12/1998
EO4 10 Elvin Court, Church 7.50% 500.00 1M 115. 38 28/ 06/ 1998 25/ 03/ 1999

RENT COLLECTI ON ONLY

A01 75 Al exandra Avenue HA2 3ED 12.50% 650.00 1M 150. 00 04/05/1998 01/11/1998
B02 12 Beresford Road 7.50% 563.33 1M 130. 00 28/01/1998 28/ 07/ 1998
BO7 43 Byron Court, Byron 12.50% 455.00 1M 105. 00 15/03/1998 15/09/ 1998

MANAGEMENT AND LETTI NG

A02 76 Archery O ose HA1 1IWVE  12.50% 400.00 1M 92.31 16/01/1998 15/01/ 1999
A03 53 Archery O ose 12.50% 433.33 1M 100. 00 16/01/1998 15/ 01/ 1999
A04 3 Audley Court, Rickma HA4 3EFA 12.50% 500.00 1M 115. 38 18/ 05/ 1998 16/ 05/ 1999
BO1 54 Barn Wy 12.50% 650.00 1M 150. 00 26/ 01/1998 26/ 07/ 1998
B03 55 Bury Street 12.50% 800.00 3M 61.54 02/02/1998 01/08/ 1998
B05 23 Bennetts Avenue 12.50% 600.00 1M 138.46 02/10/1997 01/10/ 1998
B08 7 Beechwood Gardens 10.00% 675.00 1M 155. 77 09/ 05/ 1998 06/11/1998
B09 Fl at 8 Bl unham Court, 12.50% 550.00 1M 126.92 22/ 06/ 1997 20/ 06/ 1999
B10 34 The Broadway 8.00% 400.00 1M 92.31 14/01/1998 14/01/1999
Telephones Telephone numbers for all people associated with each property.
LI ST OF PROPERTY TELEPHONE NUVBERS PAGE 1
PRI NTED ON 25/ 07/ 1998
PROPERTY ADDRESS TELEPHONES
CODE
A0l 75 Al exandra Avenue Property Number : 422 3859

Landlord - M H Hughes :
Horme : 864 0154
Bus : 845 0077

A02 76 Archery d ose Landlord - Ms N Birdi
Home : 01222 551 997
Contact - John WIlianms and Sons :

Home : 01923 493241
Bus : 0181-427 9112
Fax : 0181-427 5432

A03 53 Archery d ose Property Nunmber : 427 6348
Landlord - M T Singh :
Home : 428 8506

Tenant - M J Callaghan :
Bus : 954 8888
Tenant - Mss D Rahman :

Bus : 954 2311
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Detail Sheet

A “front sheet” for the property file.

DETAI L SHEET FOR PROPERTY : Q06

PRI NTED ON 25/ 07/1998
9 Chandos Road

Har r ow
M ddl esex HAl 2WE

** LANDLORD **

Group Captain & Ms G O Patel

151R vi a ALI CANTE
La Jolla

CA 92037

US A

** CONTACT(S) **
Desi gnation :
M G M Thonpson
Thonpson and Thonpson
13 Hi gh Road
Fi nchl ey

** TENANTS **

Tenancy No. 1 :
M H Qdehnal

M A Hei nz

H J Scmi dt

** LANDLORD S BANK **

Nati onal Westm nster
17 Church Street
Gswestry

Sal op SY11 2SX
Account Name :
Account No

** TENANCY DETAILS **
Type :

Rent

Landl ord's Account ant

G Par ki nson- Mor gan
1073 2605

VANAGEMENT AND LETTI NG

£ 650.00 per Mnth

Tenant Pays by Cheque/ Cash

Landl ord paid direct

Deposi t £ 650. 00

into bank

9 Chandos Road

PAGE :

Tel ephone : 0181-864 5792
Tel ephone - Honme : 001 6195880898
Work : 001 6194524242
Tel ephone - Work : 0181-348 5439
Entered : 28/02/1998 (Current Cccupier)
Tel ephone - Work : 0181-432 4532
Tel ephone - Work : 0171-232 3785
Sort Code : 60-16-04
Fee Rate 15%
Weekly Rent £ 150. 00

To be held on deposit

Start
End Date

Lease Type :

Date :

28/ 02/ 1998

27/ 02/ 1999

AST
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3.5 MergeFiles

For certain output Merge Data files can be produced to link with your word processor. This feature
allows you to continue to use your own style and layout for items such as letters chasing overdue rent,
forms serving notice and forms of tenancy agreement. The system will match most proprietary word
processing programs.

Rents Overdue
Rent Reminders can be produced for a range of days for tenants who are late in paying their
rents. When requesting this option, you may choose the number of days overdue which isto be
applied. This feature allows you to have a series of graded letters according to the degree of
lateness.

Tenancy Renewals
This routine includes all properties on the system which are due to reach their end of term.
When you produce the output you may select whether you require to select by those properties
where Notice is due or those for which the tenancy is actually ending. This option can be used
to serve Notice to Tenants and/or write to Landlords with regard to reletting.

I nspections
L etters can be produced for al tenants in properties which are due for inspection.
The maximum allowed interval between inspections can be set on each property or is entered
on the Tools menu for all properties. This routine uses this interval and the date of last
inspection for each property to determine which propertiesto list.

Landlords
This routine produces a merge file listing All or Selected Landlords. It enables you to send
general lettersto your landlords.

Tenants

This routine produces a merge file listing All or Selected Tenants. It enables you to send
general lettersto your tenants.
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4.0 STANDARD ACCOUTING

4.1  Cash Book Entry

The Accounting system enables you to keep track of all transactions through the Client Accounts.
Making entries in the Day Book is similar to entering transactions in a manual Day Book or Cash
Book. After entries are made here they are transferred automatically to the Properties and Cash Book
and all relevant balances are updated.
The following details may be entered for each transaction:
Date Banked Date on which the transaction took place.

Account Code The code identifying the type of transaction - see below.

Property Code The Property Code for the Property to which the transaction
relates.

Description Text describing the item. It may be printed on the Property
Statement or Landlord Account.

Chegue Number You may enter six characters (letters or numbers).
Amount Amount of transaction.

VAT VAT on transaction (where relevant).

Account Codes
The following types of Accounting Entries may be made.

Cash Book Deposits Rents, Deposits, Fees from Tenants or others
Other credits, Tax rebates
Transfers from other bank accounts

Cash Book Withdrawals Remits to Landlords, Deposit Returned
Expenditure against properties, Tax payments
Fees withdrawn, other Transfers

Non Cash Book / Journal Entries  Rent from Deposit, Credits/Charges to Tenants
Petty Cash, Float to be held
Extra fees to be charged to a Landlord
Adjust Deposits, Reserve or Tax Accounts
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4.2  Standard Accounting Output

Landlord Accounts  Landlord Accounts are accounts to the Landlord of all credits and debits
against the property for the current period. It will also calculate any fees due
to the agent and any money to be held for tax retention or as afloat.

AXI A Managenent Services

31-33 Col | ege Road

Harrow, M ddl esex, HA1 1BA

Tel : 0181-863 5995 Fax: 0181-863 9810

G oup Captain & Ms G O Patel VAT Reg No : 790 3452 12
151R via ALI CANTE Account No : 541

La Jolla Property : CO06

CA 92037

US A Date : 18 June 1998

LETTI NG AND MANAGEMENT ACCOUNT

Re: 9 Chandos Road, Harrow, M ddl esex, HA1 2WE

To: Rent received for One Month from 28/ 05/97 650. 00
Insurance C aim- Storm Danage 120. 00
770.00
Less: Letting and Managenent Fee @ 15% 97.50
VAT 17.50% 17. 06
Repair to bathroom wal | 150. 00
Post age 17.50
282.06

Pai d to Bank £ 487.94
£487.94 has been forwarded to:
Nati onal Westminster, Oswestry, 60-16-04
Account : 10732605, G Parki nson
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List Fees All items included on the Landlord Accounts which are due to the Agent. It
also includes any Tenant Fees and Contractor Fees.

LI ST OF FEES FOR JUNE 1998 PAGE 1
Printed on 25/07/1998
ACC NO PROPERTY/ DESCRI PTI ON FEES VAT PETTY
CODE CASH
Account Fees
538 55 Bury Street, 93.75 16. 41 0. 00
539 4 Coni ston Lodge, Stratfo, 93.75 16. 41 0. 00
540 6 Col | ege Road, 93.75 16. 41 0. 00
541 9 Chandos Road, HAl1 2W\E 97.50 17. 06 17.50
542 76 Archery C ose, HA1 1WE 50. 00 8.75 0. 00
543 54 Barn Wy, 81. 25 14. 22 35.00
545 4 Coni ston Lodge, Stratfo, 75. 50 13. 21 0. 00
546 47 Bushey Hall Road, WD2 2EE 93.75 16. 41 0. 00
547 6 Col | ege Road, 9.50 1.66 0. 00
548 53 Archery d ose, 160. 00 28. 00 0. 00
549 10 Elvin Court, Church La, 125. 00 21.88 0. 00
550 43 Draycotte Avenue, 98. 00 17. 15 0. 00
551 45 Weston Drive, 87.50 15. 31 0. 00
TOTALS 1159. 25 202. 88 52.50 1414. 63
Day Book Fees
F 4 Hereford Court,
Danesgat e 80. 00 14. 00
F 35a Kenton Lane 80. 00 14. 00
TOTALS 160. 00 28. 00 188. 00
GRAND TOTALS 1319. 25 230. 88 52.50 1602. 63
Statements Property Statements include all transactions for a property from any selected
date.

CURRENT BALANCE STATEMENT FOR Q06 - 9 CHANDOS ROAD, HAl1 2VE

PACE 1
CLI ENT Group Captain & Ms G O Patel ENTRI ES TO 25/ 07/ 1998
DATE | D CODE DESCRI PTI ON CREDIT DEBIT BALANCE
RESERVE RESERVE
b/ f 0.00
28/ 02/ 1998 754 R Rent due 28/02/98 650. 00 650. 00
15/ 03/ 1998 Fees (A/c No 343) 97.50
VAT 17. 06 535. 44
15/ 03/ 1998 756 L Renit to Landlord 535. 44 0. 00
28/ 03/ 1998 757 R Rent due 28/03/98 650. 00 650. 00
03/ 04/ 1998 758 C Water Rates - 6 nths to
Apr 95 76. 00 574.00
15/ 04/ 1998 Fees (A/c No 402) 97.50
VAT 17. 06 459. 44
15/ 04/ 1998 759 L Renit to Landlord 459. 44 0. 00
03/ 05/ 1998 760 R Rent due 28/04/98 650. 00 650. 00
18/ 05/ 1998 Fees (A/c No 470) 97.50
VAT 17. 06 535.44
18/ 05/ 1998 761 L Renit to Landlord 535. 44 0. 00
28/ 05/ 1998 776 CL Insurance Claim- Storm
Damage 120. 00 120. 00
28/ 05/ 1998 781 R Rent due 28/05/97 650. 00 770. 00
28/ 05/ 1998 784 C Repair to bathroom wall 150. 00 620. 00
Current Bal ance 620. 00
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Balances

List of al balances held for each property. This report is useful for
reconciling the accounts at the end of each month.

LI ST OF BALANCES FOR ALL PROPERTI ES

PRI NTED ON 25/ 07/ 1998

PROPERTY CURRENT

BALANCE
002 35a Kenton Lane 58. 00
003 53 Wl beck Road 144.00
005 34 Jasmn Oose, Pinner R 486. 00
A0l 75 Al exandra Avenue 0. 00
A02 76 Archery O ose 12. 50
A03 53 Archery O ose 200. 00
A4 3 Audley Court, R ckmansw 0.07
BO1 54 Barn Wy 216. 00
B02 12 Beresford Road 35.00
BO3 55 Bury Street 49. 00
BO4 71 Beechwood Gar dens 342.50
BOS 23 Bennetts Avenue 114.00
B0O6 4 Badninton d ose 72.00
BO7 43 Byron Court, Byron Roa 771.00
B08 7 Beechwood Cardens 0. 00
B09 Fl at 8 Bl unham Court, 335. 00
B10 34 The Broadway 555. 00
B11 82a Bushey MI| Lane 359. 00
B12 32 Beverl ey Gardens 328. 00
B13 47 Bushey Hall Road 787.00
o1 56 Cassio Road 0.00
Q2 4 Coni ston Lodge, Stratfo 204. 00
co3 6 Col | ege Road 132. 00
co4 9 Col ton Road 257. 00
Q5 5 dare Parade, Care Roa 198. 00
Q6 9 Chandos Road 100. 00
7 6 Chartres Court 192.00
Q08 34 Charlton Avenue East, 180. 00
Q09 11 Col ton Road 450. 00
Do1 46 Dudl ey Avenue 840. 00
D02 57 Danes Court, North End 0.00
D03 67 Dorchester Way 228.00
Do4 43 Draycotte Avenue 123.00
D05 7a District Road, Sudbury 222.00
D06 34 Devonshire Road 0. 00

DEPCSI T
BALANCE

400.
500.
455,
650.
400.
433.
500.
1650.
528.
800.
520.
600.
520.

675.
550.
400.
400

455,
950.

1750.
400.
411.
368.
650.
500.
411.
450.
600.
541.
520.
736.
500.
700.

PAGE 1
TAX P. RESRVE  T. RESRVE TOTAL
BALANCE  BALANCE BALANCE BALANCE
0. 00 0. 00 0. 00 458. 00
0. 00 0. 00 0. 00 644. 00
0. 00 0. 00 0. 00 941. 00
0. 00 0. 00 0. 00 650. 00
0. 00 0. 00 0. 00 412.50
0. 00 0. 00 0. 00 633. 33
0.00 0. 00 0. 00 500. 07
0. 00 0. 00 0. 00 1866. 00
0. 00 0. 00 0. 00 563. 33
0. 00 0. 00 0. 00 849. 00
0. 00 0. 00 0. 00 862. 50
0. 00 0. 00 0. 00 714.00
0. 00 0. 00 0. 00 592. 00
0. 00 0. 00 0. 00 816. 00
1181. 25 0. 00 0. 00 1856. 25
0. 00 0. 00 0. 00 885. 00
0. 00 0. 00 0. 00 955. 00
0. 00 0. 00 0. 00 759. 00
796. 25 0. 00 0. 00 1579. 25
298. 44* 0. 00 0. 00 1737.00
0. 00 400. 00 0. 00 400. 00
0. 00 0. 00 0. 00 1954. 00
0. 00 0. 00 0. 00 532.00
0. 00 0. 00 0. 00 668. 66
0. 00 0. 00 0. 00 566. 33
0. 00 0. 00 0. 00 100. 00
0.00 0. 00 0. 00 192. 00
0. 00 0. 00 0. 00 591. 66
0. 00 0. 00 0. 00 900. 00
0. 00 0. 00 0. 00 1440. 00
0. 00 0. 00 0. 00 541. 66
0. 00 0. 00 0. 00 748.00
0. 00 0. 00 0. 00 859. 66
0. 00 0. 00 0. 00 722.00
1225. 00 0. 00 0. 00 1925. 00

Tax Accounts

This option deals with money retained from

options are included:

Retentions

Income/Expend

Gross Rents

Selected Cash Book

Landlords for Tax purposes. The following

List tax retentions for specified periods and properties.

List of Income and Expenditure for a property between any specified
dates. Thisreport provides information for quarterly and annual return to
the Inland Revenue.

This report is also for Inland Revenue purposes. It lists the gross rents
paid to all landlords between any specified dates.

This option allows you to print day book reports.

The Report can be printed for all or selected Properties. You may enter the Account Codes
which you wish the Report to include, the date range to be covered by the Report and whether
you wish output to be to screen or printer.
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4.3  Cash Book Reports

The Cash Book Reports list all movements of money through the Clients' Account. There are two
reports, the List of Deposits and the List of Withdrawals. They are designed to be used in parallel

with the Bank Statements for reconciliation of period end figures.

LI ST OF BANK DEPCSI TS FOR JUNE 1998 PAGE 1
PRI NTED ON 25/ 07/ 1998
BANK CHEQ ID AMOUNT DESCRI PTI ON RENT FEES IN DEPCSI TS TRANSFER OTHER VAT
DATE NO RECEI VED RECEIVED FROM DA CREDI TS
b/ f 0.00 0.00 0.00 0. 00 0.00 0.00 0.00
763 81 Field End Road 476. 66
764 81 Field End Road 476. 66
765 4 Hereford Court, 520. 00
766 4 Hereford Court, 520. 00
767 4 Hereford Court, 80. 00 14. 00
768 4 Hereford Court, 100. 00
769 86 Eastwi ck 650. 00
770 86 Eastwi ck 650. 00
771 87a Kenton Lane 500. 00
772 87a Kenton Lane 450. 00
1st 773 4,487.32 87a Kenton Lane 50. 00
1st 762 650.00 75 Al exandra 650. 00
1st 774 500. 00 54 Lynton Road 500. 00
777 65 Makepeace Road 541. 66
778 65 Makepeace Road 0.33
782 42 Hamilton Road 400. 00
783 42 Hami |l ton Road 400. 00
3rd 785 1,841.99 6 Col | ege Road 500. 00
3rd 786 400. 00 82a Bushey M| 400. 00
3rd 779 575.00 56 Warw ck Avenue 575. 00
3rd 780 625.00 43 Hartford Avenue 625. 00
793 52 Napi er Road 216. 70
794 52 Napi er Road 433. 33
795 53 Wl beck Road 500. 00
796 53 Wl beck Road 500. 00
797 35a Kenton Lane 400. 00
798 35a Kenton Lane 400. 00
799 35a Kenton Lane 80. 00 14.00
6th 803 3,344.03 55 Bury Street 800. 00
LI ST OF BANK W THDRAWALS FOR JUNE 1998 PAGE 1
PRI NTED ON 25/ 07/ 1998
BANK CHEQ ID AMOUNT DESCRI PTI ON DEPCSITS REMT TO OTHER CHARGE TRANSFER FEES VAT
DATE NO RETURNED LANDLCRD DEBI TS LANDLORD aur aut
b/ f 0.00 0.00 0.00 0.00 0. 00 0. 00 0.00 0.00
1st 139 775 26.05 4 Hereford Court, 26. 05
787 42 Hamilton Road 365. 50
788 65 Makepeace Road 479. 36
3rd 141 789 1,444.23 8 Walton Drive 599. 37
3rd 140 790 450.00 6 Col | ege Road 450. 00
3rd 142 791 500. 00 43 Hartford Avenue 500. 00
3rd 143 792 6, 021. 87 Conmi ssi ons on 5125. 00 896. 87
809 55 Bury Street 545. 21
810 51 El gin Avenue 428.12
811 52 Napi er Road 537. 87
812 44 Pinner Park 448. 22
813 53 Weél beck Road 655. 00
814 35a Kenton Lane 593. 00
815 56 Warwi ck Avenue 492. 34
816 82a Bushey M| 354. 00
817 43 Hartford Avenue 535. 15
8th 144 820 4,651.21 65 Makepeace Road 62. 30
807 87a Kenton Lane 428.12
8th 145 808 856.24 26 Walton Drive 428.12
818 8 Walton Drive 599. 37
819 65 Makepeace Road 479. 36
8th 146 821 1, 444.23 42 Hanilton Road 365. 50
829 4 Badminton O ose 13.34
830 4 Badmi nton O ose 13.34
837 3 Parkfield Road 58.23
10th 147 838 111.56 3 Parkfield Road 26. 65
845 417 Long El s 498. 55
846 65 Witton Avenue 442.50
14th 148 860 1,612.71 7 Beechwood 671. 66
847 34 Wl beck Road 690. 30
848 17 Twyford Road 467.51
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5.0 ADVANCED ACCOUNTING

The Advanced Accounting section includes various features which provide even more control and
automation.

Tenant Invoices

Invoices / Rent Demands for tenants can be produced each for rent period as it falls due. The
system will include only tenants requiring an invoice as indicated on the Tenancy Details
screen. Invoices may be addressed to the property, to the tenant’s company or to a different
address.

Landlord Payments

This option deals with payments to the Landlord and should be used after the printing of the
Outstanding Landlord Accounts. It includes the following options:

Print List Print a list of payments to be made. This list can be sent to your bank
when using an “Autopay” system or BACS or equivalent.

Print Cheques Print landlord cheques.

Print Giros Print giro slips for landlord payment.

Export List Allows transfer of data directly to Bank Software.
Contractors

This option alows entry of Contractor Invoices before they are paid. Settlement of selected
invoices for any contractor may then be made by one payment at any suitable time. It is
equivalent to a“ purchase ledger”.

Lists A list of al contractors showing their current balance.

Statement Print statements for contractors showing details of all transactions.

Multiple Client Accounts

This option is used when you are running the properties through more than one client
“current” account. It enables you to set up multiple accounts and then each property will be
assigned to an account. Properties may share accounts or a property may have an individual
account.
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Holding Accounts

This option enables you to set up designated bank accounts for the landlords’ tax retentions
and for the tenants' deposits. Accounts may be shared or individually assigned.

Clientswith Multiple Properties

When a client has more than one property you may set up groups for that client and assign
selected properties to each group. This feature enables you to consolidate a number of
properties onto one regular account.

Trial Balance

The Trial Balance reconciles your liabilities to your assets. It shows the total property
bal ances, the contractor balances and fee balances and compares them to the balances in all the
client bank accounts. It may be produced to any date.

Bank Reconciliation

On-screen client account reconciliation routines are provided. All cashbook deposits and
withdrawals which have cleared the bank may be marked as reconciled. The bank
reconciliation report lists all uncleared items and calculates the bank balance from the cash
book balance.

PMX: PMX.SUM 26



6.0 REPAIRS
The Repairs Diary may be viewed by Property or by Item:

To view by Property, a particular Property is selected then any maintenance items on that
property are listed.

To view by Item, select the item from alist which is presented either in order of “next action”
date or in order of the date the item was entered onto the system.

Having selected a maintenance Item, the Item screen is divided into four main sections:
Business and home/Property telephone numbers for the Landlord and Tenant.
Brief description of item, action taken and by whom, date entered and next review date.
The contractor assigned with business and home telephone numbers.

Key dates.

PMX Yersion b

Tools xit MIKE 13:3

Landlord : Patel, G O : Hellmwut Odehnal
Tel Busn : 001 5194524242 Tel Busn : 0151-432 4532
Tel Home : 001 5195850895 Tel Prop : 0151-564 5792

Entered on 01/07/1998 at 19:01 by MHTY

Prioritcy Z — Priority Two 5 — In Progress
Next Rewiew Z2Z4/07/1938

Description Central Heating not getting hot enough

hotion Louis John to look at it and fix

hetion by JMLY M=z J M Davies

Contractor IOl w¥ Natne : Louie John Williamns
Tel Busn : 01324 325678
Tel Home

L/L Motified Ordered 03/07/1958 Completed
L/L Approwval Conmenced 10/07/1998

ComeEnt S Job Desc iccess Print

b= || Startl I Microsaft Word - PMA.DOC "? PMX Yersion 6 g 13:30

From this screen, you may:
Maintain detailed Comments on the progress of the Item
Enter a detailed job description and access arrangements
Produce a Job Sheet for the Contractor

Up to three diary screens may be opened simultaneously.
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7.0 EQUIPMENT REQUIRMENTS

Work Station

The system will operate on most IBM Compatible micro-computers with the following
minimum specification:

Running under Windows 95 :
Pentium P100 with 16 MB RAM

Running under Windows 3.11 :
486DX 66 with 8 MB RAM

Running under DOS :
386/25 with 4 MB RAM

Hard Disc: Program file space 2MB
Datafiles approx. 1.5 MB per 100 properties per year of accounts.

Networking

The system allows simultaneous multi-user access on aLocal Area Network. The program and
data will both be mounted on the file server.

File server specification:
Novell Netware 2.1 or above or Windows 3.11, 85, NT or other compatible network.

Hard Disc: Program file space 2 MB
Datafiles approx. 1.5 MB per 100 properties per year of accounts.

Work Station Specification :
as Work Station above.
If required the system can be mounted on a network file server to allow single user access from
different work stations. In this case only one user will be able to operate the system at any one
time.
Printer
A range of different printersis supported.
All printed output is designed to fit A4 sheets. The printing of lists and accounts can be
carried out on cut sheets or on continuous fan-fold paper. The total length of print on each

page can be adjusted.

The printing of letters may be carried out on any printer which matches the Word Processing
software - see below.

Word Processing Software

Data for personalised letters can be produced in files to suit most common word processing
packages.

Programs currently supported include MS Word, MS Works, Word Perfect, Wordstar, Ami

Pro, Multimate, Xywrite, DEC WPS. Data can aso be output in comma delimited text files,
fixed length records and in dBase .DBF data file format.
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