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5 Tips To Help With Move-In &
Bookkeeping in PCHomes

Here are five tips that will help you with controlling move-ins and bookkeeping




Tip Number 1.......



EstufesIT®

Make lite easy for yoursel.

. a Contracts screen : Em .

On a new contract you should be able to click New then Save and : [ e

Property 4 £ltham SE9 6AR || sHow_pooot1 & Contract | 00D1SSHOW._ < MH]E][E
start collecting rent etc. It could be as easy as that! Tenancy  Start : Notie ToQut Move Ot svaleble [ & |

[7] Active |22f01f2016 M |21f01f2017 |[ﬂ |21f1112016 |[ﬂ | |[ﬂ |22m1f2017 |[ﬂ S =

Tenant{s) iMr Ren?allnpplic;nt Landlord{s) |Mr Happy Landiord 8
Of course |t ISﬂ’t, but yOU can tl’y tO tl’aln peOp|e Responsibility Tenant @ Mext Due Rent Split  Deposit Split Period Pay Method A Contact Details Address

Mr Happy Landlord 8 Walkers Way
~ | |MrLandiord Eltham

I | | eompizeramd ket oo

So Click New to create the contract, then check that the Landlord and | et s gemwe et tewtenan M Remove  EdE lew

Tena nts have come th roug h . C heck the Deposrt the Rent a nd yo ur L k | Z. Notes H 3. Management ” 4, Ltilities ” S. Propetty Diary ” &, Schedules ” 7. Landlard Accounts ” &, Tenant Accounts | 2

! Deposit Rent Income Management & Fees = [ Show Unclea

A Holding Deposit | 500,00 E-] Periads |M0nthly |2” First Petiod Fee is % Unauthorised tems — [ate Status A
£235.33 I ——

Depasit Held By |MVDED°5“5 |Z|| Rert | 2,383.33 E‘ Pet Petiod Fee T E Flis % Client Control
Minitnurm Pericd 7 %] sscurty Depost | 1,500.00 B ©tetony £236.33 Cliert Bank =
Elele

Let Type

Fees, the Tenancy Period and Minimum period. Then Save it.

Tenancy Period

You won't be able to save the record if some of these are missing or T Ducia collectags 1,500 Ren: Callct ﬁF R Fh
N N A H H enewal Fee © anaged S
inconsistent - but it is quicker to check first. = [ uspend Ront Collfion | nkFund Trget onisson
Ovebseas Tax
Txf In out

Rent Received

Tenant Account Show Undeared Only . 4 Profit & Loss

All of this data should come through from the property correctly if i |— - - E—— |
. .. . . Rent Arrears

" " _ ]« n * <& [ B

front office” do their job properly — so bring systemic weaknesses to i o dford Statemment —

4

their attention gently.



Tip Number 2.......
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L ook after the business

Contracts screen

Property | Fist 1 Mansion Houss 11 Pinnel Road Eltham SE9 64R || sHow:_noon 1 |@  contract| ooonissHow_ ) = EE@@

. . . . 'I;enanf:z Start End Motice To Quit Mave Out Available R
The company wants to get paid for their services. They get paid because you have e TR EETTETM BIEITET T T )

Tenant{s) |Mr Rental 1 Applicant 1 |. Landlord(s) | Mr Happy
1 d h H N S d h f' Responsibilty  Tenant a3 MextDue  RentSplt  Deposit Spit Period Pay Method + | Conkact Details Address e
raise t e Involces. >0 do t at II’St Lead Tenant  |Mr Rental L Applicant 1 |22/01/2016] £2,383.33|  £1,500|Monthly Mr Happy Landiord & Walkers Way B
Mr Landlord Eltham
happy123@hotmail.com|unha  London
ppy312@hatmail.com SE12 6RF
T | O7easTeR4
1<l it ] r 47554757

Ra i Se u p th e Te n a nt Fee i nvo i Ce a n d a ny u p _fro nt fees fo r th e La n d | o rd . Te n a nt Fee L Contréct | 2. Motes ” 3. Management ” 4. Utiht\es- ” S. Property Diary H 6, Schedules H Z. Landlord Accounts ” 8. Tenant Accounts ‘ % W
Letting Agreement Deposit Rent Income Management & Fees - Show Uncle: W
%o

. .. . LetType | &ST 6% HoldnaDecost | spo.op - Periods  wonthl  [v] EistPeriodFee 10.00 | @i Unauthorised Ttems  [ate ctatues
Landlord P b
button is bottom-left on the screen, Landlord Fee is in the right-hand column of buttons || sy s — N | I o pee—
Rent 2292023 [ Per Perind Fee 10,00 | [V]is %
Minirnurn Period Security Deposit " 1,500.00 ? L Only F - B Clignt Bank.
| LS00 &= Let Fee Ere Delete
tOWa rds the to p aresment Fee | 200,00 Due: £0 Collected: £1,500 ) Rent Callection Fenom Fos
— Managed Recharges
RE"EMIFEE’ Befund [ Suspend Rt Collection ik Fund Target 250,00 | e
Tenant Fee Tenant Recharge Supplier Recharae  Txf. Collect Arrears E;ﬁeiigu & In out SrertEy

Renk Received

Once you have these invoices in place, the money flows naturally. Dspowesed oy LA

Rent Paid bate Status Amaunt Narrative Type Reference No, T =
Rent Arrears || e — 7 & 0
Tenant S MERt Landlord Statement Close

1
z
R

Pro-trick — schedule them now so you never forget your renewals. It is far easier to

- = QEnn
delete 20 of them than explain why 1 got forgotten. Cade actve @ (14« ][> [M1] —

Description | Renewal Fee | ‘ = |

1. Recurrence | . options || 2 Leg Management Fee Invoice - 1r Landlord i Eind
The Landlord fee / charges will be swept up when you pay over the rent, so no need to i ey 0 every Lmonth(®) (]

() None
() weekly @Dar o ‘ HEDL | Documents ...

Y monthis) Mr Landiord ;}
anthly ) The |First E| |Day |z|| » Mir Landlon Mew Document

.
() early Open Document
Landlord
{L] = ‘SHO I Schedule This I

Credit
a Occurrences | 5
© T E I e ] [ e
0.00 i—|
ine Mo, Marrative Amount Thn Tax Cods I * Save

v
8

worry about them again.

Range of recurrence

StartjMext dus | 20/01/2016 12:00 AM [ﬂ

and then due 20j02i2016 12:00 AM

Auto remove at end

‘ Delete |
[ Renewal Fee -75.00 -15.00 Sales < -
00003 T Renewal Fes -15.00 0.00 Sales

Mew
=

M « m » L.L Caricel




Tip Number 3........



The Tenant Receipt Screen — All In One Go!!

(My Favourite)

You will be reminded to collect any outstanding invoices for the tenants every
time you use the Tenant Receipt screen - e.g. whenever you post the holding

deposit or balance of monies due.

Just remember to change the dates (that appear when you input a value) to

the date when you expect to make the transfer to Deposit / Office accounts.

Keep using the Tenant receipt screen until it all settles down.... With luck, in

Month 2.

You can adjust rent due dates easily from here, provided that the right rent has

been received.

Just remember that rent input here is an agreed amount of money for an
agreed period. 6 days, 6 weeks or 6 months upfront — just plug the numbers

and the dates in on this screen — you do not have to change anything else.

Keep the transfer dates straight for easy reconciliation. In fact the

reconciliation will remind you to make the transfer, if you overlook it.

Find

Tenant Receipt

Landlad Receipt

l )
[ |
[ oflree |
l )

2 Tenant Receipt

EstufesIT®

Conkrack 0000155HOW Ackive, 22-18N-2016 - 21-14M-2017

Property SHOW_000011 Flak 1 Mansion House 11 Pinnel Road Eltham SE9 6AR.
Landlord Happy Landlord Mr Happy Landlord

Tenant Rental 1 Applicant 1 Mr Rental 1 Appli

Bank Account

Below is bank transfer information that can

Marrakive Tenant Receipk

Total Amount 2,623,533 &

Date 200012016

Bank Transfer Date

Rent 2,363.33 5| StartDate |22/01/2016 EndDate  |21/02/2016 [
Sek next payment due date for rent ko | 22/02/2016 Eﬂ

Rent MNarrative | Rent |

Security Deposit [ noo ] Deposit has already been taken,

Tenant Fee(s) 240,00 = | Metvale | 200.00 2| YAT |saes  [+]  <0.00 |

Fee Marrative Chatge

Type

Commission Due to Agent. ME This is WNOT part of the payment total. It represents ...

10.00% of the rent

Landlord Fee

286,00 | = | Met Value | 238.33 E” waT |5E,|.3s

] el

Fee Marrative Fee

be supplied For the transfer of funds to the
correct bank accounts, Each transfer can
be specified individually,

l

20/01/2016 ]

BACS [~]
Save Receipk

Close

i
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Keep it all tidy : Authorise & collect them fees asap

Before Committing (Beommires

Date Type | Trx Date From ‘ i | [ pate To i | M
Refresh
Selected Amount @ Narrative Person/Co. Properky S

[ et |
[ o |oumzizonz 1890 Fee Mr Studdent Landlord 1 56 Burleigh Road St [ves PE27
. . . . . L . . [ Joio3penz 18.90 Fee Mr Student Landlard 1 56 Burleigh Road St Tves PE2Z7
Raise any invoices as soon as possible. Deleting / editing the odd one raised in T ooz 25,46 Fee M StuderLandod | 56 ErighRoad S v 27 E
[ & Jouzjzote 50,40 Fee Mr The Landlord 4 The Beaches New Road MelboL
. . . . [I] 01f04/2012 26,46 Fee Mr Student Landlord 1 56 Burleigh Road St Ives PE27
error is far easier than adjusting statements and payments where you have o Joiosantz 200 Fe Wheladords T SeadwstlwFoatobs
[ Joipefeniz 25,700 Fee My Student Landiord 1 56 Burlsigh Road St Tves PE27
. Cef]a 13.02 Fee M Student Landlard 1 56 BLrleigh Road 5t Ives PE27 |=
misse d one com p | ete |y. [I]% 53.56 Fee Mr The Landlord 6 4a The Broadway 5t Ives PEZT
[ Jorpefennz 7140 Fee Mr The Landlord 1 24 Granta Close St Ives FE2Z7
[ Jotpsjzorz 57.12 Fee Mr The Landlord 5 36 Crown Walk 5t Ives PEZ7
[ Joiospennz 75,20 Fee Mr Student Landlard 1 56 Burleigh Road St Tves PE2Z7

[ Joiospzoz 13.02 Fee M Student Landlard 1 56 Burleigh Road 5t Ives PE27

Commit your fees and Authorise recharges as soon as possible — invoices that Ly Josene oo Londords F
Z I"-"\r The Landlord 1

Totals Amount Records  Filters

Overal 2,623.84 25 Person|Co. l:l P
Selected (Ticked) 575.00 g Peemin| | P

remain on those lists will be on contracts where there is trouble / a story to tell.
If there is only a handful then you will know what each issue is and be well

placed to resolve it.

L. Summary |2‘ Dkl ” 3, Transaction ” 4. Alocations ” 5. Propert H &, Landlord H 7. Tenank |

If you let the lists build up — you won't know what is going on. Collecting your After Committing | urae [ [losrn 11 Jzowen [0 |

Selected Date Amount & Marrative Person/Ca, Property

feeS asa p won I t h ur t 22(09/2015 e Mr Happy Landlord Flat 1 Mansion House 11 Pinne

?H'orﬁe's Message ==l -gn-T\ckAH
H & HappyLandlord
You can see from the screenshot opposite that one of the fees could not be AT

The transaction cannot be authorised!

It is greater than the available Control Account Balance,

committed which means there is a story to tell. et

Document(s)

1< i 3
Totals Amount Records  Filters

Overall 228,80 1 PersonfCo. l:l po

Selected (Ticked) 22680 ) I P

Commit
Fees

1. Summary |2. Detail ” 3. Transaction ”m Allocations Hs Propert Hs.Land\md H? Tenant | Close )

%




Tip Number 5........



Keep everyone happy ©

You might as well pay Landlords (and Suppliers) as soon as possible. It makes
them happy and, if your client bank account tends to zero, it takes much less

reconciling.

Before Payment

Date Skaktus Armount Marrative Reference Mo, Statement Mo,

On Skakernent

2z2101/2016

Z2/01/2016 On Statement

2,383.33 Rent SHOMWY_000070 0000000009

| KN T |

209733

Total and Outstanding

2097.33 h

[ Landlord Fee ]

[ Landlord Receipt ]

[ Collect Rent ]

[ Commik Fees ]

[.ﬁ.uthurise Recharges ]

[ Collect Fees ]

Landlord Skatement

After Payment

73l Landlard ayrneri

Due by

30072015 L

Estatesl|

Selected Balance Landlord

Fee Income  Rent Income  Other

Pay Method Cheque Mo, =

523,24 Mr The Landlord 3

51,76 575,00 0.00

Tick the box for the
payment you wish to

Click on "Statement
View" to view the
payment befare hand.

T®

Refresh

Tick Al
Un-Tick Al

Reverse Ticks

List

make
Balance  Records
Crveral 523.24 1 2
Ticked 523.24 1 2

Items Fee Income

51,76

51,76

Filters

LandLordis) | The Landlord 3

Properky(s) | SHOW 000542

0000015HO _

Click on "Pay
Landlords" to show
the movement of
the money in
PCHomes to the
client account.

Contrack(s)

Stabemment Migw

Pay Landlords

1. Summary | 2. Landlord ” 3. Propert ” 4. Contracts) ” 5. 3rd Parties ” 6. Transactions |

Clase

fANTE FE D

R

bate

ZZIn1fz0le
22/01/2018 Paid
zziolfzole  Cleared

Staktus

leared

Armount

Marrative
Payment
-256.00 Fee
2,383.33 Rent

| Kl i

Reference Mo, Statement Mo,

SHOW 000098 0000000003
SHOYW 000070 0000000003

Total and Outstanding

0.0a

0.00 h
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