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Quick Start

	Setting up PC Property Manager
	PCPM must have information on your properties, the property ownership and tenancies before daily transactions can be entered. The following is the basic information you will need to operate PC Property Manager. For more in-depth information, please refer to your manual.


	Owners
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	To create a new owner click on the “Owners” icon then click “New Owner”. 

Give the Owner a name and select the type of owner, eg Partnership, Trust. If necessary enter any notes.

It may be necessary to identify who the people behind the “Owner” are, if it is a Partnership for example.

If you will need to produce an Appropriation Statement click on the “Create Link” button. A new form will pop up showing any “Address Book” records that have been entered and allowing you to add a new person. You will need to create a link for each partner.

The Owner has now been set up. Repeat these steps for each owner


	Properties
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	To enter a new property, click the Properties icon. Select the appropriate owner from the tree list on the left. Click “New Property”. 

Enter the address, Status, purchase date, when the property was available for rent and bank account. (Note: If you don’t have this information to hand enter a date prior to the first rent transaction you want to track.) You can enter the bank account info into the field even if it is not on the drop down list. 

It is not essential to enter the depreciation information straight away, however this may mean you do not have a complete set of accounts.


	Tenancies
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	To enter a tenancy, click the Tenancies icon. Select the appropriate property from the tree list on the left side of the screen and click “New Tenancy” to get a blank form. Enter the frequency of rent payments, when the tenancy commences, when regular rental payments commence (can be same date as tenancy commencement) and rent amount.

Click “New” to enter each tenant’s personal details. Other information can be entered but is not required for the system to operate.

The tenancy is now set up.


	Using PC Property Manager
	A key use of PC Property Manager is to capture the financial information about your investment. This is accomplished through the Transactions section.


	Transactions
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	Transactions record all the bank and non-bank transactions incurred. Transactions are recorded against an Owner, a Bank Account and a Property. 

To enter a transaction, click on the Transactions icon and “New Transaction”

If the Transaction is a rent payment then the rent period and rent amount is automatically entered. This can be typed over if required. 

General expenses for all properties under an ownership, for instance accountancy fees, can be equally divided between all properties by selecting “General” from the property field. 

For transactions that need to be split between properties or ledger accounts (i.e. mortgage payment split between interest & principle) select “new Line” to have an extra line added for transaction details.




	New Transactions
	Click on the “New Transaction” button from the Transaction screen.

To move through the fields on the form use the “Tab” key. “Shift+Tab” will move the cursor backwards to the previous field. To select items from the Category list type the first letter or use your mouse. 

· Select the correct Owner from the owners list.

· Select the bank account (or “Non Cash”) from the bank account list.

· Enter the date the transaction occurred.

· Enter any references, such as a cheque number, or tab to the next field.

· Enter the type of transaction by typing “P” for Payments or “R” for Receipts.

· Enter the name of the other party in the transaction.

· Select the Property from the list, use arrow keys or type the first identifying key. (If the property is 1 Jones Street, typing “1” will select this property.)

· Select the Ledger Account from the pull down menu or type its first letter.

· Select the rent period if entering a rent payment, or move to the next field.

· Enter the amount of the transaction.

· Type any extra information if required i.e. what a maintenance payment was actually for.



	Saving the Transaction
	To save the Transaction and begin entering a new Transaction

· Press “Enter” in the “Extra Info” field, or click on the “New Transaction” button.

· You can also save your transaction and close the screen by clicking on the “Save” button or typing “Alt+S”


	Rent Transactions
	Enter the actual date rent was received and allocated to the actual rent period. This includes part payments and rent reversals.

Part payments are recorded by overriding the total rent due figure which automatically appears in the “amount” field.  

Rent payments that have been reversed by the bank are entered as a payment, selecting “rent reversal” (assuming you have not changed the default setting). Enter the rent period that was reversed and the amount.  


	Transaction Examples
	You receive a rent cheque – 

· Set the transaction against the owner and mark it as a Receipt.

· Select the property from the list,

· Select rent from the category list, (hint press R)
· Select the rental period from the rent period list or tab through if correct

· Enter the amount received if not a full rental payment

· Enter any extra info that may be necessary and/or press enter to return to the date field and begin a new transaction.



	
	You purchase building materials for repairs
· Set up the transaction against the correct owner and mark it as a payment,

· Select the property from the list,

· Select repairs from the category list, (hint press RE)
· Enter the amount paid

· Enter any extra info and click enter to complete the transaction.


	Split Transactions
	A split transaction is where a single Transaction needs to be split into two or more categories or between two or more properties. To add a split to your transaction click on “New Line”  and allocate the amounts appropriately.

If you have added a “Split” by mistake leave the amount as 0.00 and PC Property Manager will remove it.


	Edit Transactions


	All transactions that you enter can be viewed at the main transactions screen. 

You can filter transactions by Owner, by Property (but only if an owner has been selected) or by date.

Under the “Time Period” pull down list, the “Entered Today” selection will show you the transactions you have entered that day regardless of the date the the transaction occurred. 

This year and Last year refer to standard financial years starting on 1 April. (If your financial year starts in a different month you can adjust this in preferences.)

Double clicking on a transaction in the summary list will open the Transaction screen.


	Ledger Accounts
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	Default ledger accounts are shown on the preview tree on the left of the screen. 

Main accounts have sub accounts which can be seen by clicking the “+”. You can change the ledger account by selecting it in the treeviewer and overtyping the category field.  

If you wish to create a new ledger account select the category that you want to add a ledger account to by clicking on the treeviewer and click the "New Ledger Account" button.

Enter the new ledger account and select boxes if it is a tax deductible/payable expense/receipt or manages rent.


	Bank Accounts
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	To set up a new bank account

· Click the "New" button 

· Select the Owner using the drop down list 

· Enter the Account Number 

· Enter the Account Name 

· If you want to reconcile the account:
- check the box
- decide which will be the first statement which you will reconcile
- enter the date of the first statement 
- enter the number of the first statement 
- enter the opening balance for the statement 

· Save


	Address Book
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	The Address Book is a list of people who you regularly contact with regard to your property investments. If you use Property Managers their details must be entered. All other entries are for your convenience. 


	Reports and Exports
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	Reports and Exports are only available if you are running a licensed version. See the “System Settings” screen for an application form. 

Reports can be filtered by Owner, Property, Tenancy and Date. 

The Transaction tab is made up of three sections; Filter Transactions, Export and Which Report.

Filter transactions allow you to filter the report by Owner, Property, Tenancy and Date. All filters are on pull down lists for quick selection. The date range can either be selected from the common date ranges in the pull-down list or exact dates can be entered.

The “which report” section allows you to select from 15 different transaction reports.

After selecting the desired filters, select the report you wish to see and click preview to see it on screen or print to send it to the printer.











