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Steps on Onboarding a New Estate

1. Fill up Template 01 – Property with the Estate’s information and import 
into Q.Estate system

2. (If you are using a Master Chart of Accounts for all estates) 
Set the Chart of Accounts Mode to ‘Master Mode’

3. (If you are using a Master Supplier Listing for all estates) 
Set the Supplier Listing to ‘Master Mode’

4. Go to Finance -> General Ledger -> Account Manager -> Account Settings 
to setup the Control Accounts, Default Accounts and Bank & Cash 
Accounts related to the Property [Refer to Slides 27 & 28]

5. Proceed to upload subsequent data templates onto Q.Estate



Finance & Strata Data Templates
M = Mandatory / O = Optional

Templates related to Property
01 – (M) Property
02 – (O) Unit Location
03 – (O) Unit Category
04 – (O) Unit Type
05 – (M) Property Units
06 – (M) Chart of Accounts
07 – (M) Property Charges

Templates related to Financial Data
11 – (0) Tenant Invoice Outstanding
12 – (O) Tenant Receipt Outstanding
13 – (M) Customer/Supplier
14 – (O) Supplier Invoice Outstanding
15 – (O) Finance Payment
16 – (O) Tax Invoice CN/DN Outstanding
17 – (O) Finance Receipt
18 – (O) Profit Centre
19 – (O) Budget
20 – (M) Journal Entry
21 – (O) Fixed Asset Category
22 – (O) Fixed Assets

Templates related to SP
08 – (M) Tenancy Contracts
09 – (M) Tenancy Charges
10 – (O) Tenant Bank Accounts

Templates in grey = Not commonly used



1 – (M) Property
2 – (O) Unit Location
3 – (0) Unit Category
4 – (O) Unit Type
5 – (M) Property Units 
6 – (M) Chart of Accounts
7 – (M) Property Charges
8 – (M) Tenancy Contracts
9 – (M) Tenancy Charges
10 – (O) Tenant Bank Accounts

Property & 
Strata Data 
Templates

M = Mandatory / O = Optional
Templates in grey = Not commonly used



Template 01 (M) - Property
- This template contains information on the Property
- Fields marked with asterisk * are mandatory
- Numbers in [  ] refers to the maximum characters allowed
- Fields highlighted are non-editable after import



Tax Invoice / Statement
Data Mapping – How are the Data Template 
Fields reflected on the Statement of 
Accounts/Invoice?

[[Legal Entity]]

[[Business Reg. No]]

[[Property/MA Logo]]

[[Property Name]]

[[Property Title]]

[[Bank Info]]

[[Legal Entity]]

[[Property Name]]

[[Billing Address]]

[[Late Payment Interest]]

[[Credit Term]]

[[Billing Address]]

[[GST Reg. No]]

Template 01 – Property



Template 05 (M) – Property Units
- This template states the Property Units of the Property
- Fields highlighted are non-editable/

not advised to edit after import

Property ID From Template 01 – Property

Unit ID For easy reference, this ID can be 
the combination of Block + Unit No.

Street Address, 
Country & 
Postal Code

The address of the Property Unit, 
not the Mailing Address

Virtual Unit This is an actual unit, hence, 
indicate N = No

Share Value Share Value of the Unit

Active This is an active unit, hence, 
indicate Y = Yes

Display in Apps Leave blank or Indicate ‘’N’’



Template 06 (M) – Chart of Accounts

If all estates in 
Q.Estate are 
using a Master 
Chart of 
Accounts

Set Account Mode to ‘Master’. No 
import required

*The COA that was set as Master 
will be duplicated to this new 
estate. Any changes or 
addition/deletion of Account Codes 
in Master COA will be applied to all 
estates using Master COA

If each estate 
has its own 
Chart of 
Accounts

Set the Account Mode to ‘Local’ and 
proceed to import Template 06

*Any changes or addition/deletion 
of Account Codes in Local COA will 
be applied to this individual estate 
only

This template indicates the Chart of Accounts to be used for the Property



Template 07 (M) – Property Charges
This template indicates the Property Charges billed for the Property

Property ID From Template 01 – Property

Charge Code A Unique ID of the Property Charge. This can be 
the initials of Charge Name

Charge Name Name of Property Charge

Charge Type Type of Property Charge

Deposit Category Only used when Qommunity is rolled out

Debit & Credit 
Account Code

Indicate the Account Codes according to 
Template 06 – Chart of Accounts

Invoice Description Can be the same as Charge Name

Billing Amount How the Property Charge is calculated

Billing Frequency Billing frequency of the Property Charge

Invoice Prefix Can be the same as Charge Code

Late Payment 
Interest %

The Interest Rate Per Annum. Indicate 0 or the 
Interest Rate, if any

Unearned Income 
Account

The Unearned Income Account Code

Taxable Y = Taxable. N = Not taxable

Active This is an active Property Charge, hence, 
indicate Y = Yes



Template 08 (M) – Tenancy Contracts
- This template indicates details of SPs
- Fields highlighted are non-editable after import

Contract & 
Tenant ID

Manual creation. Follow the Numbering Format setup:
[Prefix AKA MCST No.]/TCO/[YY][MM][Running No.]
[Prefix AKA MCST No.]/TID/[YY][MM][Running No.]
*No. of digits for Running No. depends on Numbering Format 
setup

Tenant Name Name of SP

Unit ID From Template 05 – Property Units 

Contract, 
Occupancy, 
Tenancy Start 
Dates

For records purposes. Don’t need to be actual move-in date

Tenancy Expiry You wouldn’t know when will SPs shift out/sell the unit. 
Indicate a future date, i.e. 31 Dec 2999

Is Legal Owner SPs are legal owners. Indicate Y  = Yes.
If the record is for Tenants, indicate N = No.

Contact Person 
Name

Can be the same as Tenant Name

Address, 
Country & 
Postal Code

State the Mailing Address. 

Invoices, Reminder Letters, and etc will be sent to this address

Credit Term Credit Term for payments

Tenant Type State ‘Residing’ or ‘Non-residing’ to use this setting for sorting 
SPs who are residing/not residing at the estate

Q.Estate can be used as a CRM System to record the contact details of SP/Tenants.
For multiple email addresses, use ; to separate the email adds



Tax Invoice / Statement
Data Mapping – How are the Data Template 
Fields reflected on the Statement of 
Accounts/Invoice?

[[Legal Entity]]

[[Business Reg. No]]

[[Property/MA Logo]]

[[Property Name]]

[[Property Title]]

[[Bank Info]]

[[Legal Entity]]

[[Property Name]]

[[Billing Address]]

[[Late Payment Interest]]

[[Credit Term]]

[[Billing Address]]

[[GST Reg. No]]

[[TENANT NAME]]
[[MAILING ADDRESS]]
[[COUNTRY]] [[POSTAL CODE]]

[[TENANT ID]]

[[BLOCK]] [[UNIT NUMBER]]
[[SHARE VALUE]]

[[BLOCK]] [[UNIT NUMBER]] [[TENANT ID]]

Template 08 – Tenancy Contracts

Template 05 – Property Units



Template 09 (M) – Tenancy Charges
This template indicates the recurring billing items of each Tenancy Contract

Contract ID From Template 08 – Tenancy Contracts

Charge Code From Template 07 – Property Charges

Start & End 
Dates

You can follow the Tenancy Contract Start 
& Expiry Dates, as you may not know when 
will you stop billing this item 

Invoice 
Description

From Template 07 – Property Charges. The 
Invoice Description of the Charge Code

Amount Indicate the amount (before GST, if any).
If the item is billed Quarterly (i.e. MF/SF), 
indicate the Amount per Share Value per 
Quarter

Amount Unit The billing frequency

Billing Date The date to start billing the items (the 
period that you will start using Q.Estate to 
generate recurring billing)

To Bill Indicate Y = Yes

In 1 template, indicate all the recurring billing items by duplicating 
the Contract IDs and indicate the respective Charge Codes.

In the sample image above, MF is listed first, followed by SF.



Template 09 (M) – Tenancy Charges
- If the Property is GST-registered, Q.Estate will populate the GST charges when you preform a 

recurring billing run
- As such, the Amount stated in Template 09 has to be the nett amount (before GST)



Template 09 (M) – Tenancy Charges (*Alternative Method to Import)
- Q.Estate has a simplified Data Import function, which combines Template 08 & 09 
- When importing Template 08 – Tenancy Contracts, you can select & indicate the recurring billing 

items & amount in the same import screen
- *This function can only be used if ALL Tenancy Contracts have the same recurring billing 

items, amount & frequency 



Template 10 (O) – Tenant Bank Accounts
This template indicates the Bank Accounts of SPs who are paying Bills via Giro. Users can use 
Q.Estate to generate Direct Debit Collection file

Tenant ID From Template 08 – Tenancy Contracts

Bank Name Bank Name of Bank Account

Bank & Branch Code Bank & Branch Code of Bank Account

Account Number SP’s Bank Account Number

Account Name SP’s Bank Account Name

DDA Number DDA Number of Bank Account



11 – (0) Tenant Invoice Outstanding
12 – (O) Tenant Receipt Outstanding
13 – (M) Customer/Supplier
14 – (O) Supplier Invoice Outstanding
15 – (O) Finance Payment
16 – (O) Tax Invoice CN/DN Outstanding
17 – (O) Finance Receipt
18 – (O) Profit Centre
19 – (O) Budget
20 – (M) Journal Entry
21 – (O) Fixed Asset Category
22 – (O) Fixed Assets

Financial Data 
Templates

M = Mandatory / O = Optional
Templates in grey = Not commonly used



Template 11 (O) – Tenant Invoice Outstanding
- This template indicates the outstanding bills of each Tenancy Contract (up to the cut-off date)
- Fields highlighted are non-editable after import

Invoice No. Indicate the Invoice No. of the transaction.
If there are multiple billed items in 1 invoice, 
state 1 line item for each billed item, and 
indicate the same Invoice No.

Contract ID From Template 08 – Tenancy Contracts

Invoice & 
Due Dates

The dates as stated on the Invoice

Charge Code From Template 07 – Property Charges

Item 
Description

Indicate Description stated on Invoice

Item Amount Indicate Item Amount stated on Invoice.
Format Cells: Category = Number with 2 
decimal places. Remove ‘Use 1000 separator’

Item GST State ‘’0’’ as this is a template-import, and 
not for the system to compute GST

Item 
Remarks

State any additional details on the billed 
items, if any. 
Though max. characters is 1000, the Remarks 
reflected on the SOA/Invoice generated by 
Q.Estate will only state a max. of 22 
characters (including spaces)

This is a template-import, up to a cut-off date. Hence, indicate 
N for ‘Is GST Item’ and ‘Update Existing Invoice’.



Template 12 (O) – Tenant Receipt Outstanding
- This template indicates the advance receipts of each Tenancy Contract (up to the cut-off date)
- It is mandatory to import the receipts by Receipt Month. For e.g., import all receipts dated 

January first, followed by the following month (February)
- Fields highlighted are non-editable after import

Tenant & 
Contract ID

From Template 08 – Tenancy Contracts

Receipt No. Indicate the Receipt No. of the transaction

Receipt Date The date as stated on the Receipt

Cheque No. & 
Bank Name

Mode of Payment is Cheque:
State the Cheque No. & Bank Name 

Other Mode of Payment:
State the mode of payment (E.g. Cash, I-
Bank) under Cheque No. field

Deposit 
Account

From Template 06 – Chart of Accounts. The 
Account which the money is deposited

Amount Indicate the Amount stated on the Receipt, or 
the balance amount after invoice offset.
Format Cells: Category = Number with 2 
decimal places. Remove ‘Use 1000 separator’

Invoice No. State ‘’ADV’’ as this is a template-import for 
Advance Receipts (up to a cut-off date)

Item No. State ‘’1’’ or leave blank

This is a template-import, up to a cut-off date. 
Hence, indicate N for ‘Update Existing Receipt’.



Template 13 (M) – Customer/Supplier
- This template indicates the Customer/Supplier of the Property
- Customer: Non-SP/Tenant. E.g. Vending Machine/Kiosk that the Property invoice & collects payment from
- Supplier: A Contractor engaged by the Property for services
- Fields highlighted are non-editable after import

Contact Code A Unique ID for the Customer/Supplier

Master Supplier Listing: Don’t need to state Prefix 
AKA MCST No.

Local Supplier Listing: Need to state Prefix AKA MCST 
No. to differentiate the Suppliers from other 
Properties

Contact Name Name of Customer/Supplier

Customer/
Supplier

Indicate if the Contact is a Customer, 
Supplier or Both

Customer: Finance -> Customer -> Customer Listing
Supplier: Finance -> Supplier -> Supplier Listing
Both: Appear in both modules

Account 
Receivable & 
Payable

From Template 06 – Chart of Accounts

Contact 
Category

The type of Customer/Supplier

Active This is an active Customer/Supplier record, 
hence, indicate Y = Yes

*Customer/Supplier’s Contact Details, Business Reg No, GST Reg 
No., Address, Contact Person Details are self-explanatory. 



Template 14 (O) – Supplier Invoice Outstanding
This template indicates the outstanding Supplier Invoices (up to the cut-off date)

Supplier Code 
& Name

From Template 13 – Customer/Supplier

Invoice No. Indicate the Invoice No. of the transaction.
If there are multiple billed items in 1 
invoice, state 1 line item for each billed 
item, and indicate the same Invoice No.

Under ‘Item No.’, indicate the line item 
number (E.g. 1, 2)

Invoice Date The date as stated on the Invoice

GST % & GST 
Amount

State ‘’0’’ as this is a template-import, and 
not for the system to compute GST

Item 
Description

Indicate Description stated on Invoice

Item Amount Indicate Item Amount stated on Invoice.
Format Cells: Category = Number with 2 
decimal places. Remove ‘Use 1000 
separator’

Credit & Debit 
Account

Indicate the Account Codes according to 
Template 06 – Chart of Accounts

Currency State ‘SGD’

Currency Rate State ‘1’

GL Entry? This is a template-import, up to a cut-off 
date. Hence, indicate N for ‘GL Entry?’

Is Credit Note? N = Not Credit Note. Y = Is Credit Note



Template 16 (O) – Tax Invoices CN_DN Outstanding
- This template indicates the outstanding Customer Invoices (up to the cut-off date)
- Fields highlighted are non-editable after import

Customer 
Code & Name

From Template 13 – Customer/Supplier

Type Indicate the Type

Invoice No. Indicate the Invoice No. of the transaction.
If there are multiple billed items in 1 invoice, 
state 1 line item for each billed item, and 
indicate the same Invoice No.

Under ‘Item No.’, indicate the line item 
number (E.g. 1, 2)

Invoice Date The date as stated on the Invoice

Item GST State ‘’0’’ as this is a template-import, and 
not for the system to compute GST

Item 
Description

Indicate Description stated on Invoice

Unit Price Indicate Item Amount stated on Invoice.
Format Cells: Category = Number with 2 
decimal places. Remove ‘Use 1000 separator’

Discount % Indicate ‘0’

Credit & Debit 
Account

Indicate the Account Codes according to 
Template 06 – Chart of Accounts

Currency State ‘SGD’

GL Entry & GST 
Inclusive

This is a template-import, up to a cut-off 
date. Hence, indicate ‘N’ 



Template 20 (M) – Journal Entry
- This template indicates the Journal Entry items up to the cut-off date, as the closing balance and the 

opening balance for the following month. Use the Trial Balance to fill up this template
- Fields highlighted are non-editable after import

Journal Number Manual creation. Follow the Numbering Format setup:
[Prefix AKA MCST No.]/JV/[YY][MM][Running No.]
*No. of digits for Running No. depends on Numbering Format setup

Journal Date The Closing Balance date (Last date of the month, since you are using this as the closing 
balance in the system)

Journal Title Manual creation. You can state a generic statement: CLOSING BALANCE – [DATE]

Account Code From Template 06 – Chart of Accounts

Detail Description Description of the item

Debit & Credit 
Amount

Indicate Item Amount.
Format Cells: Category = Number with 2 decimal places. Remove ‘Use 1000 separator’

*Sum of Debit Amount must tally with Sum of Credit Amount



How to Import 
Data Templates

Log in to Q.Estate and go to Control Panel –
Data Import

1. Import Property & Strata Data 
Templates

2. Setup Account Settings
3. Import Financial Data Templates 



Preparing Data Templates
- Copy & Paste the data prepared on the Excel Templates onto CSV Templates, OR
- ‘’Save As’’: Save the Excel Template file as a CSV file, and remove all field descriptions at the top, 

keeping only the Field Headers:

- Click on ‘Load Data File’, select the CSV Template, briefly check the uploaded data and click on 
‘Submit’ to upload



1. Import Property & Strata Data Templates

Remarks
Name of Template: Section Import Function Name

Template 01 – Property Property Import Properties

Template 05 – Property Units Property Import Property Units

Template 06 – Chart of Accounts Finance Import Chart of Accounts Import is required if Property is 
using COA in Local mode

Template 07 – Property Charges Property Import Property Charges

Template 08 – Tenancy Contracts Tenant/Owner Import Tenancy Contracts / 
Import Tenancy Contracts 
(Simplified)*

*This function can only be used if 
ALL Tenancy Contracts have the 
same recurring billing items, 
amount & frequency 

Template 09 – Tenancy Charges Tenant/Owner Import Tenancy Charges

Template 10 – Tenant Bank Accounts Tenant/Owner Import Tenant Bank Accounts

Path to Import Data Templates: Control Panel -> Data Import 



2. Set-up Account Settings
- Go to Finance -> General Ledger -> Account Manager -> Account Settings
- This is a 1-time setup for each newly onboarded Property
- This setup determines where the transactions are being recorded
- Click on the arrow-down icon to select the respective Account Codes

1 – Control Accounts

2 – Default Accounts

*The Bank selected depends on the Bank 
Account that the Property is using



2. Set-up Account Settings
- Go to Finance -> General Ledger -> Account Manager -> Account Settings
- This is a 1-time setup for each newly onboarded Property
- This setup determines where the transactions are being recorded
- Click on the arrow-down icon to select the respective Account Codes

3 – Bank Accounts

4 – Cash Accounts

*The Bank selected depends on the Bank 
Account that the Property is using



3. Import Financial Data Templates
Path to Import Data Templates: Control Panel -> Data Import 

Name of Template: Section Import Function Name

Template 11 – Tenant Invoice Outstanding Tenant/Owner Import Tenant Invoices

Template 12 – Tenant Receipt Outstanding Tenant/Owner Import Tenant Receipts

Template 13 – Customer/Supplier Finance Import Customers/Suppliers

Template 14 – Supplier Invoice Outstanding Finance Import Supplier Invoices

Template 16 - Tax Invoices CN_DN Outstanding Finance Import Tax Invoices/CN/DN

Template 20 – Journal Entry Finance Import Journal Entries

Follow this import sequence:

1. Import Template 20 – Journal Entry
2. Import Template 11 – Tenant Invoice Outstanding
3. Import Template 12 – Tenant Receipt Outstanding (for each import, only import receipts of the same month)
4. Import Template 13 – Customer/Supplier
5. Import Templates 14 and/or 16, if any



After Data 
Template Import

1. Perform checks on the Data that were 
imported

2. Minor checks on Set-up
3. System Set-up
4. Proceed to key-in transition data 

(receipts, payments, and etc) 
5. Generate Interest Billing / Recurring 

Billing



1. Checks on Imported Data
Path to Check Imported Data:

Data Template: Module: Path:

Template 01 – Property Property Search -> Property Listing

Template 05 – Property Units Property Search -> Property Units

Template 06 – Chart of Accounts Finance General Ledger -> Account Manager -> Chart of Accounts

Template 07 – Property Charges Property Search -> Property Charges

Template 08 – Tenancy Contracts Tenant/Owner Tenancy -> Contract Manager -> Tenancy Contracts (Tenant Master 
is a brief version of Tenancy Contracts)

Template 09 – Tenancy Charges Tenant/Owner Stated in each Tenancy Contract

Template 10 – Tenant Bank Accounts Tenant/Owner Tenancy -> Tenant Manager -> Tenant Bank Accounts

Template 11 – Tenant Invoice Outstanding Tenant/Owner Tenant Billing -> Billing Manager -> Tenant Invoices

Template 12 – Tenant Receipt Outstanding Tenant/Owner Tenant Receipt -> Receipt Manager -> Tenant Advance Payments

Template 13 – Customer/Supplier Finance a. Customer -> Customer Manager -> Customer Listing
b. Supplier -> Supplier Manager -> Supplier Listing

Template 14 – Supplier Invoice Outstanding Finance Supplier -> Invoice Manager -> Supplier Invoices

Template 16 - Tax Invoices CN_DN Outstanding Finance Customer -> Invoice Manager -> Tax Invoices

Template 20 – Journal Entry Finance General Ledger -> General Journal -> Journal Entries



1. Checks on Imported Data
A. Check Balance Sheet
Go to Finance -> Reports -> MCST Reports -> Balance Sheet

Account Receivables minus Advance Receivables => the Amount must tally with the 
Aging Report as of the cut-off date



1. Checks on Imported Data
A. Check Balance Sheet
Go to Finance -> Reports -> MCST Reports -> Balance Sheet

Trade Payables amount is correct, as of the cut-off date



1. Checks on Imported Data
A. Check Balance Sheet
Go to Finance -> Reports -> MCST Reports -> Balance Sheet

Balance Checked = 0.00



1. Checks on Imported Data
B. Check Debtor Aging Summary Report
Go to Tenant/Owner -> Reports -> MCST Reports -> Debtor Aging Summary

Check the Total Amount against the Aging Report or Balance Sheet of current system, up to the cut-off date



2. Minor Checks on Set-up
GST-registered Property VS Non-GST-registered Property
- Go to Property -> Property Listing. Select the Property, click on ‘Edit’, and proceed to Tab 2 – Billing
- Check if the selected Print Format for Tenant SOA is correct
- After making an edit, click ‘Save’

Non-GST-registered Property:
Select ‘Tenant Statement of Account 
– Invoice’

GST-registered Property:
Select ‘Tenant Statement of Account 
– Tax Invoice’



2. Minor Checks on Set-up
When Printing Statement, the selected Print Format in Property-Billing set-up will be the default selection 



Tenant Statement of Account -
Invoice

Tenant Statement of Account –
Tax Invoice

2. Minor Checks on Set-up
GST-registered Property VS Non-GST-registered Property 
-> The Difference in Print Format



3. System Set-up – Cheque Book
Go to Finance -> Banking -> Bank Manager -> Cheque Book
- Click on ‘New Cheque’ to setup the Cheque Book number records as at the onboarding date



3. System Set-up – Cheque Book
Cheque Book Set-up
- Select the Bank Name from the drop-down list (there will be options for Properties using more than 1 bank)
- Cheque Number From: Key-in the 1st available Cheque Number. System will auto-state the following 

‘Cheque Number To’ in batch of 50s. Feel free to amend the number
- Click ‘Save & Close’, and the range of Cheque Numbers are created in the system



3. System Set-up – Cheque Book
Cheque Book Set-up
- The Cheque Numbers are populated for future use



4. Key-in Transition Data
- The data that was imported up to a cut-off date serves as an opening balance for the following 

month.
- As such, you will need to key-in the transition data -> transactions that occurred after the cut-off 

date (i.e. Receipts, Payments, and etc)

1. Perform Advance Payment Offset: to offset the advance receipts from outstanding 
invoices, if any

2. Create Tenant Receipts to record the collections received after the cut-off date
3. Create Supplier Payments, if any
4. You have successfully onboarded a Property onto Q.Estate and you may now continue to 

use the new platform to record any new transactions



5. Generate Interest / Recurring Billing
During the end of the month: 
- Complete all Advance Payment Offset
- Generate Interest Billing
- Generate Reminder Letters

Pre-Billing Month (when the following month is the Billing Month):
- Complete all Advance Payment Offset
- Generate Interest Billing
- Generate Recurring Billing

For the 1st Recurring 
Billing generated in 
Q.Estate, untick the 
Retrospective Billing 
option



Annex References



Summary – Import Data Templates
Path to Import Data Templates: Control Panel -> Data Import 

Template 01 – Property Property Import Properties

Template 05 – Property Units Property Import Property Units

Template 06 – Chart of Accounts Finance Import Chart of Accounts Import is required if Property is 
using COA in Local mode

Template 07 – Property Charges Property Import Property Charges

Template 08 – Tenancy Contracts Tenant/Owner Import Tenancy Contracts / 
Import Tenancy Contracts 
(Simplified)*

*This function can only be used if 
ALL Tenancy Contracts have the 
same recurring billing items, 
amount & frequency 

Template 09 – Tenancy Charges Tenant/Owner Import Tenancy Charges

Template 10 – Tenant Bank Accounts Tenant/Owner Import Tenant Bank Accounts

Template 11 – Tenant Invoice Outstanding Tenant/Owner Import Tenant Invoices

Template 12 – Tenant Receipt Outstanding Tenant/Owner Import Tenant Receipts

Template 13 – Customer/Supplier Finance Import Customers/Suppliers

Template 14 – Supplier Invoice Outstanding Finance Import Supplier Invoices

Template 16 - Tax Invoices CN_DN Outstanding Finance Import Tax Invoices/CN/DN

Template 20 – Journal Entry Finance Import Journal Entries

Remarks



Summary – Checks on Imported Data
Path to Check Imported Data:

Data Template: Module: Path:

Template 01 – Property Property Search -> Property Listing

Template 05 – Property Units Property Search -> Property Units

Template 06 – Chart of Accounts Finance General Ledger -> Account Manager -> Chart of Accounts

Template 07 – Property Charges Property Search -> Property Charges

Template 08 – Tenancy Contracts Tenant/Owner Tenancy -> Contract Manager -> Tenancy Contracts (Tenant Master 
is a brief version of Tenancy Contracts)

Template 09 – Tenancy Charges Tenant/Owner Stated in each Tenancy Contract

Template 10 – Tenant Bank Accounts Tenant/Owner Tenancy -> Tenant Manager -> Tenant Bank Accounts

Template 11 – Tenant Invoice Outstanding Tenant/Owner Tenant Billing -> Billing Manager -> Tenant Invoices

Template 12 – Tenant Receipt Outstanding Tenant/Owner Tenant Receipt -> Receipt Manager -> Tenant Advance Payments

Template 13 – Customer/Supplier Finance a. Customer -> Customer Manager -> Customer Listing
b. Supplier -> Supplier Manager -> Supplier Listing

Template 14 – Supplier Invoice Outstanding Finance Supplier -> Invoice Manager -> Supplier Invoices

Template 16 - Tax Invoices CN_DN Outstanding Finance Customer -> Invoice Manager -> Tax Invoices

Template 20 – Journal Entry Finance General Ledger -> General Journal -> Journal Entries


