
Enhanced Property Maintenance Management
Enhanced Property Maintenance Management boasts a redesigned Maintenance screen that
allows you to easily search for jobs in the new Job List, attach images and documents, and
simplified disbursement and completion process. Work Orders and Quote Requests have been
redesigned to clearly provide all job details to your tradespeople as well as the ability to view
all jobs for a Property or Creditor from the new Maintenance tab.

Property Maintenance Job screen

The Property Maintenance Job screen has be redesigned and new fields have been added to
capture essential information about your maintenance requests. The Property Maintenance Job
screen can be accessed by:

Selecting Files > Property Maintenance Job, or

Clicking the Property Maintenance icon on the toolbar 

Add a new Maintenance Job

To add a new maintenance job:

1. Go to Files > Property Maintenance Job.

2. Enter the appropriate Property and Creditor.

3. Select the status of the job from the Status drop down list.

4. Enter the Maintenance Reported details, Reported Date, Reported By and Method.

5. Enter a Summary and Description of the maintenance required. Summary is a

mandatory field.  There is the ability to run a spellcheck using the spellcheck icon  on

the Summary and Description text for Quotes and Work Orders.  

6. Select a Contact for Access from the drop down list, or enter specific access information.

Contact Agent can be selected if for example the property is vacant.



7. Click OK to save the job. All Maintenance Jobs are issued a unique job number.

Search for a Job

The new Job List allows you at a glance view and print a summary of your current jobs, and
search for and load a specific maintenance job.

To load the Property Maintenance Job List:

1. Go to Files > Property Maintenance Job

2. Click Job List – F7

If you are a Manager your Current Jobs display by Follow up date.

If you are not a Manager all Current Jobs display by Follow up date.

Note: Current Jobs are any jobs with any status other than Completed or Rejected.



To search for a Job:

1. Select one or more options from the Filter section.

A Manager from the drop down list.

A Status of a job from the drop down list.

Enter part or all of a property alpha in the Prop Alpha Search field.

Enter part or all of a creditor alpha in the Creditor Alpha Search field.

2. Click Display List or press Enter, your search results display in the grid.

To search by Job Number:

1. Enter a Job Number in the Search by Job No. Field.

2. Click Display List or press Enter, the Job displays in the grid.

To view a Maintenance Job either:

Highlight the job and click Go to Job, or

Double click the appropriate job in the grid.

To print a list of Jobs:

1. Search for and display the jobs you would like to report on.

2. Click Print List.

3. Print, Preview or Export the report.



To view current jobs for Property or Creditor in the Job List:

1. Go to Files > Property Maintenance Job.

2. Enter the appropriate Property or Creditor Alpha.

3. Click Job List – F7, Current Jobs for the Property or Creditor display in the Job List.

Note: Entering a Property and Creditor Alpha and selecting Job List – F6 displays any jobs
attached to the Property and Creditor.

Attach Images and Documents

Images and documents related to the maintenance request can be attached to the job, and
sent to the creditor to assist with the repairs and maintenance as well as a record of the job.
Images and attachments are saved in the Property’s REST Document Management folder, in a
sub folder called Property Maintenance and then by Job Number.

To attach an image to a job:

1. Go to the Attachments tab on the Property Maintenance Job.

2. Click the Plus button, the Select Image screen displays.

3. Browse for and select the appropriate image. The following image file formats can be

attached, JPG, GIF, TIFF, PNG, and BMP.

4. Click Open, a thumbnail of the image displays in the images section.



5. Select Incl with Quote or Incl with Work Order, to display the image on the Quote

Request and/ or Work Order.

To attach a document to a job:

1. Go to the Attachments tab on the Property Maintenance Job.

2. Click the plus button,  the Insert File screen displays.

3. Browse for and select the appropriate document. The following file formats can be

attached, PDF, JPG, GIF, TIFF, PNG, and BMP.

4. Click Open, the document is added to the grid.

5. Select Include Quote or Incl Work Order, to display the document on the Quote Request

and/ or Work Order.

Replicate a Job

Property Maintenance Jobs can now be replicated. This feature can be used to produce
separate jobs to get multiple quotes. To replicate a job:

1. Search for and display the Property Maintenance Job you would like to replicate.

2. Click Replicate. A new Maintenance Job is loaded with the Property Details, Status,

Manager, Maintenance Details, Attachments and Notes.

Send a Maintenance Job

Quote Requests and Work Orders can be printed and or emailed using the Save and Send Job
button. Quote Requests can be produced for jobs with the status Quote Requested and
Multiple Quotes. Work Orders can be produced for jobs with the status Work Order Sent.

To produce a Quote Request:



1. Search for and display a Property Maintenance Job with the status Quote Requested or

Multiple Quotes.

2. Click Save & Send Job – F6, the Quote Request report selector displays.

3. Select from the radio dot options

Select Print Quote Request, to Print the Quote.

Select Email Quote Request, to Email the Quote.

Select Print & Email Quote Request, to Print and Email the Quote.

4. Click Process – F12, the quote request is printed and or emailed to the Creditor.

Attachments are included.



To produce a Work Order:

1. Search for and display a Property Maintenance Job with the status Work Order Sent.

2. Click Save & Send Job – F6, the Work Request report selector displays.



3. Select from the radio dot options

Select Print Work Order, to Print the Quote.

Select Email Work Order, to Email the Quote.

Select Print & Email Work Order, to Print and Email the Work Order.

4. Click Process – F12, the work order is printed and or emailed to the Creditor.

Attachments are included.



The new report layouts use the existing REST options for displaying your company header and
logo when printing and emailing, header and footer offsets, report margins and options to
display or not display particular information on quotes and work orders.



New Report Preview Toolbar

You will notice that the Quote Request and Work Order have been created in a new report
writer. There is also a new report preview screen that provides the following options in the
toolbar.

Create a Disbursement

The disbursement process has been simplified. All fields relating to the disbursement have
been moved to the Invoice tab and disbursement can now be created for creditors paid by
BPAY.

To create a disbursement from a Property Maintenance Job:

1. Search for and display a Property Maintenance Job.

2. Go to the Invoice tab.

3. Select who the invoice has been authorised by, leave blank if not applicable.

4. Enter an Invoice Amount.

5. Enter a Description that displays on the Owner Statement. Pressing enter displays your

default description, the first entry is the Summary of your Job.

6. Enter an Account Code, Reference and the Date Due.



7. Select Create Disbursement.

8. Select a Priority for the disbursement.

9. Click OK, an outstanding disbursement is created.

Finalise a Maintenance Job

Property Maintenance Jobs with a status of Completed or Rejected can be finalised. You will
need to decide whether you would like to leave the job as Completed or Rejected and if you
would like to create diary item with details of the job.

Maintenance Jobs should be set to completed when the repairs or maintenance have been
completed by the creditor and an invoice has been actioned. A prompt displays before
completing a Job that hasn’t had a Disbursement created, to ensure this is correct. Completed
Jobs are not displayed as a Current Job in the Job List.

To complete a Maintenance Job:

1. Search for and display a Property Maintenance Job.

2. Select Completed from the Status drop down list.

3. Click Save.

4. Select to Leave the Job as Completed, or Delete the Job.

Leaving the job as completed allows you to access it from Property and Creditor

Details.

Deleting the job means that there won’t be any record of the job in Property

Maintenance.

5. Select the Add Diary item checkbox, this is recommended if you are deleting the Job in

order to keep a record.



6. Click OK, the Property Maintenance Diary item displays.

7. Confirm the details of the diary item and click Cancel.

Maintenance Jobs should be set to rejected when repairs or maintenance where cancelled or
not completed and an invoice will not be actioned for the job. Rejected Jobs are not displayed
as a Current Job in the Job List.

To reject a Maintenance Job:

1. Search for and display a Property Maintenance Job.

2. Select Rejected from the Status drop down list.

3. Click Save.

4. Select to Leave the Job as Rejected, or Delete the Job.

Leaving the job as completed allows you to access it from Property and Creditor

Details.

Deleting the job means that there won’t be any record of the job in Property

Maintenance.

5. Select the Add Diary item checkbox, this is recommended if you are deleting the Job in

order to keep a record.



6. Click OK, the Property Maintenance Diary item displays.

7. Confirm the details of the diary item and click Cancel.

Property Maintenance Diary Item

The information that displays on the diary item that can be produced when a job is Completed
or Rejected has been updated with the following changes:

The Job Summary is populated in the Diary Subject field.

The Job Number, Reported By details, Quote Amount and Quote Comments have been

added.

The Diary Item is now saved before it is displayed.

Access Maintenance Details from Property and Creditor Details

Property Maintenance Jobs can now be viewed for a Property or Creditor using the new
Maintenance tab. You can also add a new job for the selected property or creditor and print a
list of jobs displayed.

To view a properties maintenance jobs:

1. Go to Files > Property.

2. Search for and display the appropriate property.

3. Go to the Maintenance tab.

Current Jobs display that is jobs with any status other than Completed or Rejected.



To view a creditors maintenance jobs:

1. Go to Files > Creditor.

2. Search for and display the appropriate property.

3. Go to the Maintenance tab.

Current Jobs display that is jobs with any status other than Completed or Rejected.

To display all jobs including Completed and Rejected, select Show all Maintenance

Jobs.

To create a new job, click Add new Job, the Property Maintenance Job screen displays

with the Property Alpha.



To view a job, either highlight the appropriate job in the grid and click Go to Job or

double click the job in the grid.

To print a list of jobs displayed, click Print List, the Property Maintenance Jobs by

Property or Creditor displays.

KPI Reports

KPI Reports have been updated for the enhancements to Property Maintenance.

The following new Property Maintenance fields display in the Property Maintenance

Detailed Information section of the Manager KPI Report: Reported Date, Reported

Method and Follow up date.

Completed and Rejected jobs now display for the report period, rather than up to the

report end date.



View Maintenance Jobs on Owner Portal

From Version 11 you can provide your Owners access Property Maintenance Jobs for their
Property.

Select to provide a summary of each Property Maintenance Job or provide detailed information
on each Maintenance Job on the new Maintenance tab. And whether to include Property
Maintenance Images.
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