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Tenant Portal

1. Email Portal Logon

Helen Rolfe invites you to PropertyTree - inbox
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Helen Rolfe invites you to PropertyTree
@ © Helen Rolte <propertytree@propertytree.com>
oper
q Ft"t-ufy

Helen Rolfe invites you to join PropertyTree

PropertyTree
(O NOW _

Hi Jane Doe

PropertyTree is an online platform where you can access your property information and
communicate directly with your property manager.

You will receive an email from propertytree@propertytree.com You will then see a ‘Find

Out More Button), if you click on this, it will open up your browser with more details on
how to log on.
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You have been invited to loginto PropertyTree.
You previously logged in with PropertyTree. CON NEC.I-I NG
CREATE NEWACCOUNT PEOPLE

WITH

PROPERTY

Log in with your social media account

You can log in via Facebook, Gmail, Office 365, Twitter and Linked in. Oryou can create a
new account.



2. Create New Account

Create New Account i

Verification code
Given Name
Family Name

Password

Confirm Password

‘,

To create a New Account, you will need to validate your email address by entering in the
verification code you will receive via email. Then you will need to enter in your Given and
Family Name then you can create a password and confirm the password and then click

'sign up.

3. Tenant Portal

?’ B CarkKent v

| My Tenancy v Help

Tenancy

Tenancy Snapshot Inspections
52 Innes Road, Manly Vale, NSW, 2093 There are no inspections scheduled.
$500.00
Details Managed by

Next Rent Due: jul 4, 2018
Lease Start: Nov1, 2017
Lease End: Apr 30,2018

Rent: $800.00 / week due every
Wednesday Phone:

Last Payment: $1,600.00 on jun 1,

2018

L&E Masterclass

Once logged into your tenant portal you will see a snapshot of the details about your lease.
Allinformation is live and up-to-date with the information that is in PropertyTree.



E CarkKent v

My Tenancy v Help
Tenancy
Tenancy Snapshot Inspections
52 Innes Road, Manly Vale, NSW, 2093 There are no inspections scheduled.
$800.00
Details Managed by

Next Rent Due: jul 4, 2018
Le.’e surt: ch ‘ 20"
Lease End: Apr 30, 2018

Rent: $800.00 / week due every LEE Masterciam

Wednesday Phone:

Paid up to: Jul 3, 2018 m
Last Payment: $1,600.00 on jun1,

2018

If you scroll down to the bottom of the page you will see the ‘Send Message’ button. Here is
where you can send a direct message to your Property Manager.

When a property Manager returns your message, you will get an email to check your portal
and the Message will be able to be accessed via your portal log in.t

Clark Kent v

My Tenancy v Help

Regarding:
52 Innes Road, Manly Vale, NSW, 2093

To: L&E Masterclass

Subject

O ' B I EBR

i
il

%
£5

Characters: 0/4000

@ hdd attachment cancel m

To access your message in your portal, just click on the envelope on the top righthand side.



52 Innes Road, Manly Vale, NSW, 2093

$800.00
Details Managed by

Next Rent Due: Jul 4, 2018

Lease End: Apr 30, 2018

Rent: $800,00 / week due every LAE Masterclass
Wednesday Phone:

Paid up to: Jul 3,2018 m
Last Payment: $1,600.00 onjun 1,

2018
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- Messages 3
Messaging
e
Contacts Messages
€ L&E Masterclass L&E Masterclass 6:00 pm 06/0772018 l
Arrears Notice for 52 Innes Road, Manly Vale
Trevor Clyde 12:29 pm 12/06/2018
New Maintenance Request for 52 Innes Road, Manly Vale
Trevor Clyde 11:42 am 04/06/2018
New Maintenance Request for 52 innes Road, Manly Vale
L&E Maste I’I!S 4:51 pm 01/06/2018
Receipt For Payment to L&E Masterclass
In your Messaging Centre is where you can find your previous message and any new
messages. You can also compose a Message from here by clicking on ‘Compose Message'.
4. Tenancy Ledger
2 ClarkKent v
Help ‘

Inspections

There are no inspections scheduled.

On the top right bar Click into ‘My Tenancy. Here is where you can access your Tenancy
Ledger, Receipts and Invoices, Manage Inspections and view Maintenance Requests.



You can view your tenancy ledger for any date range you require, Enter the date range below:

From To

01/06/2018 v 09/07/2018 v

Cancel View ledger for this period

When you click into ‘Tenancy Ledger’ here is where you can change the Date Range then
click ‘view ledger for this period’

LBE Masterciass 29 57 Chwistie Street, St Loonards, NSW 2065, AUSTRAUA
Trunt Account: LBE Lokation Real Estate (354849584)

Tenancy Ledger

Filer: Fot selectad wnancies

52 innes Rosd,
Trever Oyde BOAR) Miandy Vole, NIW Aot $800.00 Weekly

Perudieom - To Pori Payment  Desirgtion
Ve - oW B0 et - Eileciwe i 15 LIAOG/I0TR
WARN0E - V0 $0.00 Nt - Eftective P T ONOT/2008

A new tab will open with your Ledger Report and here is where you can view, save and/or
print your ledger.

5. Receipt and Invoices

* = ClarkKent v
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Receipts & Invoi
Receipts Invoices
Show Cancelled: m
RECEIPT TYPE DATE ~ RECEIPT # AMOUNT VIEW
Rent 01/06/2018 238 $1,600.00 @
Rent 01/06/2018 224 $5,600.00 @
Rent 01/05/2018 200 $3,200.00 @
Rent 20/03/2018 181 $1,600.00 @

Clicking into ‘My Tenancy' then click into ‘Receipts and Invoices’ here is where you can
view your preview and/or save your receipts and invoices.



29/57 Christie Street, St Leonards, NSW 2065, AUSTRALIA

Ph: Fax:

Lokation Real Estate L&E Lokation Real Estate (182-222 394849584)

Trust Account Receipt

Tenancy Receipt

Received From: Trevor Clyde on behalf of Trevor Clyde (1D:48)

52 Innes Road, Manly Vale, NSW 2093, AUSTRALIA

Description Amt Exc GST

1/06/2018
1/06/2018
238

Amt Received

For Ownership Peter Clyde (ID:46)

Rent: Rent from 20/06/2018 to 3/07/2018 - Effective Paid To* $1,600.00
3/07/2018

$1,600.00

Pavment Method: Direct Deposit

By clicking on the @ icon. You can view your statements which will open in a new

internet browser tab.

1

My Tenancy
Receipts & Invoices
Invoices
Filters: Show All Invoices v
DUE DATE DESCRIPTION INVOICE #

No invoices to show.

Clark Kent v

Help

CREDITOR
STATUS OWING ~ INVOICE VIEW

To access your Invoices, click into ‘My Tenancy’ then click into ‘Receipts and Invoices’
then click into the Invoices tab. Once an invoice has been created for you it will be able to be

viewed and printed from here.



6. Manage Inspections

You will be able to see the status of the inspection whether it is Tentative, Confirmed or
Conducted.

If the Inspection status is Tentative you can request to change the time and date of the
inspection by clicking on the green text, ‘Propose New Date and Time'

Manage Inspectic = f
® .w Inspections
Inspection Details O el 3
There are no inspections scheduled.

To view your inspections, click into ‘My Tenancy’ then ‘Manage Inspections.
== - - |
‘Manage Inspections 3
1nspaction Detais
.‘WM'?:’E ;
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Manage inspection requests
B
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7. Maintenance Requests

Help
RL--hed [0 Recelpts & Invelces
Inspections
52 Innes Road, Mm]y Vale, NSW, 2093 There are no inspections scheduled.
i $800.00
Details Managed by
Next Rent Due: jul 4, 2018
Lease Start: Nov 1, 2017 Lokation Real Estate
Lease End: Apr 30, 2018
Rent: $800.00 / week due every LEE Masterclass
Wednesday Phone:
Paid up to: Jul 3, 2018 m
Last Payment: $1,600.00 on jun 1,
2018
To view any maintenance requests related to your property click into ‘My Properties’ then
‘Maintenance Requests.
* Clark Kent v

Maintenance Requests

Maintenance Requests . =3

e s
Open
BROKEN SIDE FENCE HEDGE IS OVER GROWN LEAKING TAP

5 Number of jobs: 1 Number of Jobs: 1 Number of Jobs: 1

i Requested By: Trevor Clyde Requested By: Peter Clyde Requested By: Trevor Clyde

J Created Date: jun 12, 2018Completed Date: In Prog Created Date: Jun 11,2018Completed Date: In Prog: Created Date: Jun 4, 2018 Completed Date: In Prog.
1
jj Maintenance Description Maintenance Description Maintenance Description
: Please fix the fence, there is a hole and the dog fdfd Tap in the kitchen leaking
% keeps getting out
|

; iD: 16 View Details 1D: 15 View Details iD: 14 View Details

T D R R PN R
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To create a new maintenance request, click the ‘Actions’ button on the top right and then
click ‘Create Maintenance Request’.

© Create Maintenance Request I
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You can submit a maintenance request below. Your Property Manager will be notified of the request.

Details

Address: 52 Innes Road, Manly Vale, NSW, 2093
Pool gate is broken

The gate on the pool fencing is broken and the hinges need to
be replaced.

Browse for files

- broken-poolfen - (699 ka) X
Cancel Submit maintenance request

From here you will be able to add the following details:
e A Summary - short description.
e A Description - details about the maintenance request

¢ Any Attachments - you can attach images, relating to the maintenance request.\

Then click ‘Submit Maintenance Request’ to send the request to your Property Manager.

* © darkKent v

Maintenance Requests

Maintenance Requests L Ao
Open

POOL GATE IS BROKEN BROKEN SIDE FENCE HEDGE IS OVER GROWN

Number of Jobs: 1 Number of jobs: 1 Number of Jobs: 1

Requested By: Peter Clyde Requested By: Trevor Clyde Requested By: Peter Clyde

Created Date: Jul 10, 2018 Completed Date: in Prog Created Date: jun 12, 2018Completed Date: In Prog Created Date: Jun 11, 2018Completed Date: In Prog

Maintenance Description Maintenance Description Maintenance Description

The gate on the pool fencing is broken and the Please fix the fence, there is a hole and the dog fdfd

hinges need to be replaced. keeps getting out

1D:17 1D: 16 View Details ID:15 View Details

This will automatically generate an Open ‘Maintenance Request. You can track the
progress/status by clicking ‘view details.



* 2 TomTenam v

My Tenancy v

Masnterwnce Hoguest Detats

Maintenance Request Details

Cracked Sink

Jobs

CRALKED WNx -

UNDIR RIVIEW

Once you click into the Maintenance Request, you will be able to see which status the
maintenance request is up to. The statuses are:
¢ Under review - which means the Property Manager is reviewing the Maintenance Request.
® In progress - means the maintenance job is in progress
e Completed - the Maintenance Request has been completed/finalised

8. Summary: |
Any questions please contact Ray White IMS 07 3139 1460.





