PROPERTY SET UP /-

am
A quick guide to getting started COMPANION

Properties

e Create arecord for each property that you manage

e As well as the address you can store additional information against
the property. There is a note field as well as the ability to attach
images and documents

e Your customers, the property owners, are associated with a property

The property name that is entered is

used in all the drop down selections

of properties .
It is also possible to define a property "
ref which could be linked to your )

accounting system

The billing category determines how

you will be billed for this property

On the menu their are options to add

and view attachments

Property Owners

These are your customers and they are linked to their properties
Property owners can be set up before invites are sent to owners
A property can have multiple owners - which they can manage
An owner can also have multiple properties

You can add and manage owners
from the properties list or the
property owners menu option

It is possible to resend an invite and
remove access to a property




