reckend

Providing Rent Relief, Rescheduling Inspections
and Communicating During COVID-19

Overview

The Coronavirus (COVID-19) pandemic has now become a global crisis, affecting the lives of
many. Loss of jobs or reduced income as a result may be cause to make changes to tenancy
rents or applying of rent free periods in line with Government advice or requests by the
Landlord.

This article has been prepared to assist you to deal with some of the issues and processes that
you may need to undertake during this time.

This document will cover the following:

Rent Free Periods and Rent Reductions

o Option 1 - Debit the Owner and Receipt the Funds to the Tenant
o Option 2 - Advance the Paid to Date or Apply a Manual Credit

o Option 3 - Enter a Rent Renegotiation

Holiday Booking Refund Information

Bulk Scheduling and Rescheduling Inspections

Adding a Global Owner Statement Comment

Rent Free Periods and Rent Reductions

Before making changes to rent amounts or entering rent reductions, please contact your states
Office of Fair Trading and REI equivalent, for relevant legislation advice in these
circumstances. Also consider how your method of rent free period or reduction will affect the
owners Income and Expenditure Report.



Option 1 - Debit the Owner and Receipt the Funds to the Tenant

By creating a disbursement, debiting the Owner and receipting the funds to the tenant, a rent
reimbursement or credit can be applied.

This option allows you to keep the tenants rent as is, without making permanent rent changes,
whilst providing the tenant with the required reduction, credit or rent free period. To proceed
with this option, the owner must have enough available funds to process the transaction and
will charge management frees on all monies receipted.

1. Create the disbursement the for the reimbursement amount. Go to Transactions > Quick
Disbursements and enter the details:

e Property — Alpha of the Property to be debited

e Amount — Enter amount of the disbursement and zero out the GST field

e Cheque Number — Ensure that you use the self presenting cheque number 999999
e Pay to — Tenant’'s name

e Description — Include any relevant information

¢ Account Code — Enter relevant account code, (such as 101 for rent)

2. Click OK-F12
& Disbursements [ | rse™
Property details  [0WHNER: CRAIGD]
Fropety  |LOLISATE/7 7416 Lovisa Fioad
Exp. lirnit BIRCHGROWE MNSw 2041
Q.00
kr D aniel Craig
kr Craig
02 5555 0007
Balance COutstand. due  Bal after out.  Digbs paid Frop. disbz %
70964.60 0.00 70964 60 1250 12,50 Cancel - ESC
Incl GST ($1.,500.00 GST |$0.00 Excl GET |$1.500.00 Action - F1
Cheque rumber | 999999 D
Fay ta |Jessin::a Alba | Clear - F2
Description | Rent Reduction $100 « 15 weeks due to COYID-13 |
Account cade | 101 Fent ak - F13

3. Do a Rent Receipt to the Tenant for the amount of the reimbursement:



e Go to Transactions > Rent Receipts

e Tenant Alpha - Enter the appropriate tenant

e Rent - Receipt the exact same amount from the disbursement to rent

e Comment F4 - Enter a comment to the receipt; this is clearly recorded on the tenant

ledger against this receipt

Tk Rent Receipts - [Last Receipt:00015222 ] - [Printing: OFF] == =]

Tenant  |ALBAJ Tenant details
I_ Jeszsica Alba Feceipt tatal
| 10007078 14 7116 | ovisa Road $1,500.00

BIRCHGROVE W5w 2041

Apnount Faid to Credit Arrears Due to
Rent A00.00 W1 1E/01/21 160.04 0.oo

X

Cancel - ESC

)

Action - F1

1

Clear - F2

ak

Comment - F4

»123

Code zearch - F&

Rent | Invoices $3.58| Other Payments | Invoice Credit

Amount paid

Mew date Credit Arrears 0
Rent |1500.00 0g/02/21 160.04 0.00 Status - FE
%
&
Frop search - F7
Ok -F12
Receipt Comment >
Enter comment ta print on receipt
Cancel
Rent Reduction $100 x 15 weeks due to COVID-19
e Click OK-F12

e Enter the Banking Details with the Received and Banked Date as the date of transaction

e Select the Banking Details Method as Direct Deposit



e Click OK-F12 to save

Option 2 - Advance the Paid To Date or Apply a Manual Credit

This option allows you to advance the tenants paid to date without having to transfer funds
from the owner to the tenant.

You don't need to have available funds to proceed with advancing the tenant paid to date or
applying a manual credit, however, this option will not reflect on the owners Income and
Expenditure Report for the rent credit that was applied. It will appear on the Owner Statement
that the tenant has not paid any rent, yet the paid to date has changed or an In Hand Amount
has appeared.

To charge management fees on the credit, you will be required to process a manual journal.
Management fees will not be charged automatically.

Note: It is important to ensure that your Management Agreement with the Landlord allows for
you to charge management fees on any credited amount, if unsure, please check with your

relevant legislative body

1. Change the paid to date to reflect the rent free period:

Go to Tenant Details > Rental Tab

Change the Paid to Date field (i.e. advance the date by 2 weeks)

Click OK-F12

Enter a reason which will appear on the tenant ledger



r

:ff}, Tenant Details E' =] @
Alphaindex | Bl O0MO Active
Lease name |EIrIanu:Iu:u Bloom | g
Genersl  Rental I Bankl Inzpections | Renegotiation | Motes/M ail /R eminder I Invoices | Commercial I
Drescription | Rent | |
Amount GST Exel  [$535.00 [$0.00 [$0.00 | %
Period [ ] [ ] IR e B
Paid Talast month | 31203420 18/12/06 1812408 @
Paid Todate  [14/04/20 18/12/08 18/12/05 Ation - F1
Rent received | $535.00 (0,00 [$0.00 | F
Credit this manth [ $0.00 [$0.00 [$0.00 | Clear - F2
Credit last month [ $0.00 ($0.00 [$0.00 | B
Periods paid EI EI Delets - F2
Commission % Ifl-ill-:I
Account code I:I I:I Add Mode - F4
B/F Balance 0.0 $0.00 $0.00 o
Direct debit [ Dizable Dizahle Dizable Status - FG
l\\_%
Search -F7
Why? * @
Last Edits - F3
Enter reazon far change(z): v{
Rent Paid To OLD:31/03 NEW:14/04 Cancel 0K - Fi2

2. Ifitis only a part payment of the rent period, enter the credit:

e Go to Tenant Details > Rental Tab

There are three important fields to take note of when altering credits under the rental tab
of a tenant card and they are:

e Rent Received
e Credit this month

e Credit last month

Credit last month can be altered or deleted as required. Any change to Credit this month field



will affect the rent received field. The credit this month and the rent received fields must always
equal the funds received for the current accounting period.

For this example you need to apply a $300 rent credit:

Dezcription | Rent |

|
Amount GST Exel  [$350.00 | 1$0.00 | $0.00 |
Feriod I:I I:I
Faid Ta lazt month
Paid Todate  [14/04/20 |
Rent received  [$700.00 | | $0.00 | | $0.00 |
Credit this month  [$0.00 | | $0.00 | | $0.00 |
Credit last month 40,00 | | $0.00 | | $0.00 |
Periodz paid IC' ICI
Commizzion 2
Account code |:| I:I
B/F Balance 000 $0.00 $0.00
Direct debit [ ] Dizable Dizahle Dizable

e Currently the tenant has $700 in Rent Received, $0.00 in Credit This Month and $0.00

Credit Last Month.

D ezcription |Hent |

| |
Amount GST Exel  [$350.00 | | $0.00 | | $0.00 |
Period I:I I:I
Faid To lagt month
Paid To date
Rertreceived  [$700.00 | [$0.00 | [$0.00 |
Credit this month (30,00 | $0.00 | | $0.00 |
Credit last month (300,00 | |$0.00 | | $0.00 |
Feriods paid ICI IC'
Commizzion
Arccount code I:I I:I
B/F Balance | $0.00 $0.00 $0.00
Direct debit  [] Dizable Dizable Dizable

e As there is $0.00 Credit this Month and $0.00 Credit Last Month, add the $300 rent

credit to Credit Last Month.



For more examples on how to adjust rent credits visit: https://kb.rockend.com/help/how-to-
manually-adjust-a-tenant-ledger

Option 3 - Enter a Rent Renegotiation

Rest allows you to enter a rent increase or decrease and record it against Tenant Details, that
will take effect on a future date. This option allows you to schedule a formal rent renegotiation
in the tenant Renegotiation Tab, that will automatically update the tenants rent once the
renegotiation date is reached.

Please note, you cannot backdate a rent renegotiation or add multiple rent renegotiation's for
the same tenant. If you need to backdate the renegotiation, you will be required to manually
adjust the tenant paid to date and credits.

1. Go to Files > Tenant > Renegotiation Tab and enter the details of the rent increase as
follows:

e New Amount — Enter the new rent amount that the rent will increase to

e Change Date — Enter the date that the rent increase will take effect. If this is not the
anniversary date of the tenant you will receive

e New Period — Enter the frequency of the rental payment (i.e. Weekly W1, Fortnightly W2,
Monthly M1)

e Reneg Approved — This is an optional field. You may wish to enter a date in this field to
keep a record of when you received approval from the owner to increase the rent

e Last Amount — Do not enter anything in this field. This self populates once the rent
increase takes effect. It will populate with the amount previously on the rental tab (The
old rent rate prior to the increase)

¢ Click OK-F12 to save

¢ If the rent adjustment is taking effect immediately, you will be prompted to enter a reason

for applying the change, enter reason and press OK.



-~ 5

:ft"}. Tenant Details EI'E' :

Alphaindex  |CLOONEY Active |
Lease name |GEDrgE Cloohey | s

Generall Hentall Bankl Inspections  Renegotiation | Nutes#’MaiI.»’HeminderI Irwuicesl Eummercial'

R enegotiation

Fent Unuzed Unuzed
MNew Amount GST Excl $0.00 $£0.00 $0.00 %
Change date _A A
Cancel - ESC
M ew period I:I @
Reneg &pproved A A Actian - F1
Last &mount GST Excl $420.00 $0.00 $0.00 D
Last date 01./04/20 Al A ~ Clear-F2 |
Lazt period '}
Delete - F3
Rent Review Date  [ne/mes20 Last Rent Review Date  [pgM249 Add Mode - F4
Status - FEB
Ii—;la
Search - F7
Why? x Last Edits - F3
Enter reazon far chanage(s): v"
Fent Rental / Period: Cancel aK -F12

OLD:420.00M7 MEW: 35000541

Rent Reduction $150/week due to COVID-19|

2. When entering the change date, if this does not fall on the anniversary date for the tenant the
following message will appear. Click OK to the message, Rest will change the rent increase on
the next anniversary date; however will provide you with an option to invoice the tenant for the
rent between the change date and the anniversary date.

Holiday Booking Refund Information

For instructions on processing refunds for the Holiday Booking Module please check out these
articles:

e Holiday Bookings Current Period

¢ Holiday Bookings Previous Period



Bulk Scheduling and Rescheduling Inspections

Upon instruction, you may be required to reschedule routine inspections. You can bulk update
through Inspection Planner and the Inspection Follow Up, to another date or inspection status.

If you want to send out communications regarding the rescheduled inspections, itis

recommended to setup your mail merge template prior to proceeding.

Inspection Planner

Inspection Planner will help assist you with the inspection process from reviewing and
scheduling to sending notices, inviting owners, updating tenant ledgers, updating property and
tenant diaries and creating inspection history of scheduled property inspections.

If you have previously been using the Inspection Update Wizard, it is imperative that you
discontinue using this completely prior to using Inspection Planner.

If you are not already using the Inspection Planner, you will need to review and edit the
Inspection Planner Configuration before using the new Inspection Planner and Inspection
Follow Up for the first time. The Inspection Planner Configuration screen stores some of the
default settings for the Inspection Planner, as well as the templates for sending out notifications
to owners and tenants.

For Information on how to Setup and Use the Inspection Planner and Inspection Follow Up
visit: https://kb.rockend.com/help/how-to-setup-and-use-the-inspection-planner

e To access the Inspection Planner Configuration go to: Files > Inspection > Inspection

Planner Configuration

e To access the Inspection Planner go to: Files > Inspections > Inspection Planner

%, Inspection Planner X
The 5 steps of the Inspection Flanner will allow you o review and schedule inspecticns, natify tenants, invite owners, update diaries and create a (7]
history of scheduled inspections
To schedule an inspestion, ensure the Frequency and Next Inspection Date are correct, and set the imes before selecting the status of Send Notice. =4 Rl 08/01/2020 - [ 8/05/2020
This will enable the next step, where you can naify tenants and owners of i details. To send for ions, select A
the status of Reschedule. Area Code | ‘ ‘
Select the Help icon for detailed notes on how o use the Inspection Planner.

Froperty Manager | Clark {CK) v
Inspection Comment for Craig David
Agent | Al v

Class __M ~

PM |A  Property Alpha Property Address Suburh Last Insp Freg  Type Status Next Insp From To Tenant Name 2

h CK |KENT78/207 20778 Kent Street SYDNEY 12/04/2018 | M6 Routine ~ | Send Notice ~ ~ 12:00 AM 12:00 AM | Craig David

CK |CK |ARCH34 34 Archer Strest ANNANDALE 23/05/2018 | M6 Routine ~ | Send Notice ~ ~ 5:00 AM 12:00 PM Heather Locklear

CK |CK |WYLDE4 4 Wylde Avenue POTTS POINT 05/11/2018 | M6 Routine ~ | Send Notice |~ | 06/05/2015 12:00 PM 2:00 PM Luke Skywalker

CK |BG |WYLDE7 7 Wylde Street POTTS POINT 05/11/2018 |W26 |Routine ~ | Send Notice | | 06/05/2015 12:00 PM 2:00 PM Harvey Specter

CK |CK |BAY23/04 4/23 Bay Street BALMAIN 14/02/2019 | M3 Routing ~ | Pending ~ | 14/05/2019 10:00 AM 1:00 PM Brad Pitt & Angelina Jolie

CK |CK |PACI68/22 22/168 Pacific Highway ST LEONARDS 15/11/2018 | M6 Routine ~ | Pending ~ | 15/05/2019 10:00 AM 1:00 PM Channing Tatum

CK |CK |BEACHSE 96 Beach Street COOGEE BEACH |21/02/2019 |\W13 |Routine ~ | Pending ~ | 23/05/2019 10:00 AM 12.00PM | Clive Owen

CK |CK |CROWN4z 42 Crown Street SURRY HILLS 0371272078 |ME Routine ~ | Pending ~ | 03/06/2019 11:00 AM 12.00PM | Dirty Hair Salon

CK |CK |MANN3Z 32 Manning Street QUEENS PARK  |07/12/2078 |ME Routing | Pending ~ | 07/06/2019 2:00FM 4:00PM Jude Law

CK |CK |UPPER32 32 Upper Pitt street KIRRIBILLI 13/03/2019 | W13 |Routine ~ | Pending ~ | 12/06/2019 10:00 AM 1Z00PM | Watter White

CK |CK |LOUISA24/8 8724 Louisa Road BIRCHGROVE 13/03/2019 | M3 Routing ~ | Pending ~ | 13/06/2019 9:00 AM 12:00PM | Cindy Chan

CK |CK |WHARF22 22 Wharf Road BIRCHGROVE 20/12/2018 | M6 Routine ~ | Pending ~ | 20/06/2019 12:00 PM 3:00 PM Sheldon Cooper

CK |CK |CHANDOS8/1 1/8 Chandos Strest ST LEONARDS 03/01/2013 |M6 Routine ~ | Pending ~ | 03/07/2019 9:00 AM 12.00PM | Ringo v
View Property || View Tenant Bulk update Status 1o Update Save || SaveClose




Inspection Follow Up

To use Inspection Follow Up for the first time, inspections must have been previously
scheduled using the Inspection Planner or the inspection would have been set to a Status of
Complete in the Tenant Inspection Tab.

Inspection Follow Up will allow you to review, update and finalise completed property
inspections, send follow up notifications to owners and tenants, view edit and create
maintenance jobs for completed inspections, reschedule, charge inspection fees, and create
inspection history for completed inspection.

e To access the Inspection Follow up go to: Files > Inspections > Inspection Follow Up

#+ Inspection Follow Up X
The 5 steps of the Inspection Follow Up will allow you to review, update and i i i advise owners and (7]
tenants of the completed i ion, edit and i jobs, update diaries, charge Inspection Fees to owners and create a history of
completed inspections. Select Advise Owner to add Inspection Comments for Property and Tenant diaries. Update Inspections From To
To complete an inspection, ensure the date of the inspection is correct and set the status to Complete. A

[ e | |
Select the Help icon for detailed notes on how to use Inspection Follow Up.
Property Manager | Clark {CK) ~
——
Class
PM 1A Property Alpha Property Address Suburb Type Status Fee (incl) Date From To Tenart Name
CK |BROS25/5 5/25 Brosnan Place BRIGHTON LE S... | Routing ~ | Scheduled ~ 80.00 | 04/04/2019 12:00 AM 3:00FM Matthew Fox
CK |CK |BILLYZZG 6722 Billyard Avenue ELIZABETH BAY | Routine ~ | Scheduled e §55.00 | 10/04/2019 10:00 AM 12:00PM | Don Draper
CK |CK |BROS25/11 11/25 Brosnan Place BRIGHTON LE 5. | Routine: ~ | Scheduled 7 50.00 | 10/04/2019 12:00 PM 300FM Jessica Simpson
CK |CK |BROS25/3 3/25 Brosnan Place BRIGHTON LE 5. | Routine: ~ | Scheduled 7 50.00 | 10/04/2019 12:00 PM 300FM Eva Longoria
CK |CK |LAVE2S 25 Lavender Strest LAVENDER BAY | Routine ~ | Scheduled ~ $0.00 | 10/04/2013 2:00PM 4:00PM Penelope Cruz
CK |CK |WENT23 23 Wentworth Street POTTS POINT Routine ~ | Scheduled ~ $55.00 | 11/04/2019 12:00 PM 300PM Alf Stewart
CK |CK |KENT78/207 207,78 Kertt Street SYDNEY Ingoing ~ | Complete v 80.00 | 14/10/2019 12:00 AM 1200 AM K& T Mavrick
CK |CK |GIBSON40/2 2/40 Gibson Street NORTH SYDNEY  |Ingoing ~ | Complete ~ $0.00 | 16/03/2020 12:.00 AM 1200AM | Mr Marshal
View Property H View Tenant HWewMa'metﬂme mkwesmm; Save H Save & Close

Adding a Global Owner Statement Comment

In Rest Professional you have the ability to add a global comment onto an Owner Statement.
This will print and preview with the comment on the bottom of the statement whether printed or
emailed to the Landlord.

Setting Up and Printing the Global Comment

1. Go to Files > Descriptors and Comments > Master File and Transaction Comments

e Click on the Other Tab
e From the options, select Global Statement Comment

e A notepad file will open and allow you to enter the comment that you would like to print



on the owner statement (example below). Text must start from the left hand margin and
not be more than 400 characters in length and a maximum of 5 lines (please note this
does not ‘word wrap’).

e |[f this is your first time entering a global comment in Rest Professional, it will prompt you
to create a new file. Click YES to this prompt.

e Go to File > Save and exit notepad.

" Comments EI'?'E

Transaction | Owners Staterment | Tenant Receipts Creditar Slatementsl

Global statement comment

Permanent statement cormment

Inzome and expenditure summary comment

Tenant invoice/statement comment Cancel - ESC
0K -F12
| statcomment.txt - Notepad — O >

File Edit Format View Help

Due to the COVID-19 outbreak, our office will be closed for appointments
until further notice. If you hawve any questions or concerns, please contact us.

2. At the time of printing or emailing your Owner Statements, you must tick the Print Comments
on the Statement Printing Screen

¢ Go to Reports > Owner >Statement Printing

e Before printing, tick the checkbox "Print comments"; the “print comments” tick box



defaults to not being ticked, so it is important that you ensure this is ticked prior to
printing and emailing.

e Click Print-F12

& Owner Statements by
Selection Advanced
Month to Print | Cument w Group D
OF Print comrnents
() Range Start at slpha Index [ Print ¥ TD tatals
Finish at Alpha |ndes [ 5end email statements

Print Statements Al v

() Select >
Account types Owaners only L
Sort Order Dwirer “

4 | A | S| |P| X

Onentation | Font Select | Printer Select
F1 F2 F3 Print-F12 | Prewiew - F11| Esport - F10 | Cancel - ESC

Example of the Global Comment on an Owner Statement

The Global Comment will appears at the bottom and in the center of all the owner statements.

Example:



Rockend Real Estate
Licensee: Bedrock
1 Chandos Street
ST LECMNARDS NSW 2065
Tel:(02) 9966 0900 Fax:(02) 9966 0922

Ben Affleck
158 Brighton Blvd TAX INVOICE
BEN BUCKLER PQINT NSW 2026

OwnershipBen Afleck & Jennifer Garmer

Manager: Clark Kent STATEMENT FCR THE PERICD ENDING: 0B04/20  Reference:  AFFLECK

Due to the COVID-19 outbreak, our office will be closed for appointments
until further notice. If you have any questions or concerns, please contact us.

Back to Top
15/04/2020 6:54 pm AEST

PROFERTY TEMANT RENT PAID PAID BFWD  AMOUNT  GPWD
FROM TO CREDIT PAID CREDIT
2814 Hosking Strest Orla ndo Bloom 0000 W1 310320 210320 0.00 535,00 0,00
Rent Changed on 0104:20  Fom 353500 Wi
824 Louisa Road Clindhy Chan 35000 Wi 010420 1404720 0.00 T00.00 0.00
CEBIT CREDIT
TOTAL RENT COLLECTED FROM TENANT S 123500
DISBURSEMENTS & SUNDRY RECEIFTS
2814 Hosking Stre= Water Ussge {Orlando Bloom) Orlando Bloom 23350
2814 Hosking Stres Water Usags {Orlando Bloom) COrlando Bloom 25280
H=anagement Fees 8545
Pius GST on items marked = 854
Total Inoome 172140
Total Exxpenditure 2509
CHEQUE HEREWITH $1526.3




