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10ninety Introduction 

INTRODUCTION 

The 10ninety Property Management System is a cloud-based Sales and Lettings management system, 

providing a fully functional office system and public web pages for rental/sales browsing.  In particular, the 

system provides: 

 Landlord/Tenant and Vendor/Buyer registration 

 Recording of Property marketing details 

 Applicant matching 

 Recording of Sales details 

 Set up and management of lettings (tenancies) 

 Production of documentation 

 Personal and office diary 

All rental and sales marketing details are immediately available on the public pages of your website.  Being a 

cloud-based system, it has the advantage of not requiring any special software installation and is available to 

you from anywhere in the world having an internet connection. 

LOGGING ON 

You will have been sent a login URL, username and password when you signed up to use the 10ninety system. 

For ease of use, once you have typed in the supplied URL, save the URL of the displayed page in your browser 

favourites or on your desktop, so that you can subsequently logon with a single click.  You can change your 

password at any stage by clicking on your username in the top right-hand corner of the screen, and selecting 

“Change Password” from the side menu. 

NAVIGATION AROUND THE SYSTEM 

System functionality is grouped in menus at the top of the screen appropriate to a major system function.  For 

example, clicking on the “Sales” menu will allow you to manage Sales properties, Vendors and Buyers.  

Likewise, clicking on the “Lettings” menu will provide sub-menus to manage Lettings properties, Landlords, 

Tenants and Lettings.  More detailed functions are then available in the side menu – for example, once you 

have selected a property to work on, the side menu will be displayed allowing you to change the property 

details, manage photos and floor plans, create letters, and so on. 

The following top-level menus are available, covering: 

 Home: Main dashboard, personal and branch diaries, address book of all public contacts, system 

alerts, reports and finance functions 

 Sales: Sales properties, vendors, buyers and solicitors 

 Lettings: Lettings properties, landlords, tenants, suppliers and lettings (tenancies) 

 Marketing: Portal set-up, websites, social media and board management 

 Admin: Company details, general settings and system data 

 Templates: All master letter, email and document templates 

 

  



 

6  

 

10ninety Basic procedure for Lettings 

BASIC PROCEDURE FOR LETTINGS 

The basic procedure for managing a letting involves the following key stages. 

SET UP A LANDLORD 

1. Click on the “Lettings” top menu 

2. Click on the “Landlords” sub-menu 

3. Click on the “Add” link to take you to the form to register a new landlord. 

4. Enter the details for the landlord and press the “Add” button. 

Note: a shortcut to the new Landlord form exists on the Home page.  Clicking on the “Add Contact” link at the 

top of the dashboard, and selecting Residential/Commercial Landlord will take you directly to Step 4. 

SET UP A PROPERTY  

Once you have set up the landlord, you can add one or more properties for that landlord. 

1. From the Landlord details page, click the “Add Property” Quick Link in the side menu (or click the 

“Properties” side menu link, and select “Add”).  You will be taken to a property details form. 

2. Enter the details of the landlord’s property and press the “Add” button. 

3. The property has now been created.  You can add additional marketing details, such as the 

description, photos, features and so on, by clicking the relevant property side menu link. 

Note: you can also add a property using the “Add Property” shortcut from the home page, or via 

“Lettings”/”Properties”/”Add”, and selecting the landlord for whom the property is to be created. 

SET UP A TENANT 

1. Click on the “Lettings” top menu 

2. Click on the “Tenants” sub-menu 

3. Click on the “Add” link to take you to the form to register a new tenant. 

4. Enter the details for the tenant and press the “Add” button. 

Note: a shortcut to the new Tenant form exists on the Home page.  Clicking on the “Add Contact” link at the 

top of the dashboard, and selecting Residential/Commercial Tenant will take you directly to Step 4. 

SET UP A PROPERTY SEARCH FOR A TENANT APPLICANT 

To find all properties that match a tenant’s search criteria: 

1. From the Tenant details page, click the “Property Searches” side menu item.  You will be taken to the 

form to create a new property search. 

2. Enter the tenant’s search criteria and press the “Add” button. 

3. The search has been saved, and you will be taken to a page displaying all properties that are on the 

market and matching the search criteria. 

FIND MATCHING TENANT APPLICANTS FOR A PROPERTY 

As well as finding all properties that match a tenant’s search criteria, it is also possible to find all tenants whose 

search criteria match those of a particular property: 
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1. Navigate to the property in question. 

2. Click on the “Applicant Search” side menu item. 

3. A list of all tenants with matching searches is displayed. 

SET UP A LETTING 

Once a tenant has been found for a property, the letting (tenancy) can be set up as follows: 

1. From the property dashboard, click the “Add Letting” link (which is also available in the “Quick Links” 

widget from any property page, or from the “Lettings” side menu item) 

2. Enter the tenant for this letting by starting to type the tenant’s name – the system will find any 

matching tenants, click to select the tenant in question. 

3. Enter the start date of the letting and the term (the system will then automatically calculate the end 

date).  Alternatively, manually enter the letting end date. 

4. Enter the rent, the deposit, any fees, and so on.  Mandatory fields are marked with an asterisk (*). 

5. Click “Add” to save down the letting. 

MANAGE THE LETTING 

Once the letting has been set up, you can access it from the “Current Letting” link on the property dashboard if 

the letting is in-flight, or via the “Lettings” side menu on the property, the “Lettings” 2nd-level menu or via your 

recent activity shortcut.  This will take you to the dashboard for the letting. 

1. From the lettings dashboard page, it is possible to generate lettings letters and documents (for 

example, the tenancy agreement), record tenant receipts, manage any letting fees, generate landlord 

statements, set-up the inventory, create inspection reports, and so on.  Further details are provided in 

the Lettings Management section of this guide. 
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BASIC PROCEDURE FOR SALES 

The basic procedure for managing a sale involves the following key stages. 

SET UP A VENDOR 

1. Click on the “Sales” top menu 

2. Click on the “Vendors” sub-menu 

3. Click on the “Add” link to take you to the form to register a new vendor. 

4. Enter the details for the vendor and press the “Add” button. 

Note: a shortcut to the new Vendor form exists on the Home page.  Clicking on the “Add Contact” link at the 

top of the dashboard, and selecting Residential/Commercial Vendor will take you directly to Step 4. 

SET UP A PROPERTY  

Once you have set up the vendor, you can add one or more properties for that vendor. 

1. From the Vendor details page, click the “Add Property” Quick Link in the side menu (or click the 

“Properties” side menu link, and select “Add”).  You will be taken to a property details form. 

2. Enter the details of the vendor’s property and press the “Add” button. 

3. The property has now been created.  You can add additional marketing details, such as the 

description, photos, features and so on, by clicking the relevant property side menu link. 

Note: you can also add a property using the “Add Property” shortcut from the home page, or via 

“Sales”/”Properties”/”Add”, and selecting the vendor for whom the property is to be created. 

SET UP A BUYER 

1. Click on the “Sales” top menu 

2. Click on the “Buyers” sub-menu 

3. Click on the “Add” link to take you to the form to register a new buyer. 

4. Enter the details for the buyer and press the “Add” button. 

Note: a shortcut to the new Buyer form exists on the Home page.  Clicking on the “Add Contact” link at the top 

of the dashboard, and selecting Residential/Commercial Buyer will take you directly to Step 4. 

SET UP A PROPERTY SEARCH FOR A BUYER 

To find all properties that match a buyer’s search criteria: 

1. From the Buyer details page, click the “Property Searches” side menu item.  You will be taken to the 

form to create a new property search. 

2. Enter the buyer’s search criteria and press the “Add” button. 

3. The search has been saved, and you will be taken to a page displaying all properties that are on the 

market and matching the search criteria. 

FIND MATCHING BUYERS FOR A PROPERTY 

As well as finding all properties that match a buyer’s search criteria, it is also possible to find all buyers whose 

search criteria match those of a particular property: 
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1. Navigate to the property in question. 

2. Click on the “Applicant Search” side menu item. 

3. A list of all buyers with matching searches is displayed. 

RECORD A SALE 

Once a buyer has been found for a property, the sale can be recorded: 

1. From the property page, click on the “Sale Details” side menu link. 

2. Click “Edit” to enter details of the sale. 

3. Search for the buyer by name, and record the other details of the sale.  Press “Save” to store the sale 

details. 

MANAGE THE PROGRESSION OF THE SALE 

1. Click on the “Sale Progression” side menu link from the property page.  You will be taken to a page 

listing chronologically the progression of the sale. 

2. To record a new stage or event in the sale, click “Add”. 

3. Enter the details of the sale progression event and press “Add”. 
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GENERAL PROPERTY PROCEDURES 

This section covers other common property functions that apply to both sales and lettings properties. 

UPLOAD PHOTOS 

Photos can be uploaded against a property by clicking on the “Photos” side menu link from the property pages. 

If you are using Chrome, Firefox or Internet Explorer 10 as your web browser, you can upload multiple photos 

in one go: 

1. Click on the “Photos” side menu link 

2. Click “Select” to select the files to upload from your PC.  If you are using Chrome, Firefox or IE10, you 

can select multiple photos; otherwise, you must select one at a time. 

3. Click “Upload” to upload your selection of photos. 

Once you have uploaded some photos, you can add a caption to each one by clicking the “Edit” link when you 

hover over the photo, or you can re-order them by clicking “Change Order”. 

PUT A PROPERTY ON THE MARKET 

A property will not be included in applicant matching, or be visible on your website or portals, until it is put on 

the market.  To put a property on the market: 

1. The marketing status of a property is in the top right-hand corner of the property’s dashboard page.  

Click the “Change” link beside the “Off The Market” status to put the property on the market. 

Alternatively, click the “Marketing Details” side menu link, and click the “Put on the market” link. 

2. You will be taken to a page confirming that you want to put the property on the market.  This page 

will provide a summary of errors and warnings if the property is not yet in a suitable state to be put 

on the market (for example, if the price and summary have not yet been completed). 

3. Any errors must be fixed before the property can be put on the market.  Fix them by clicking the 

“Edit” link beside the error summary. 

4. Once all errors have been fixed, repeat Step 1. 

5. If the property no longer has any marketing errors, the “Confirm” button will be displayed.  If you 

would like automated marketing alerts (such as emails and SMS messages) to be sent out to any 

matching applicants when you put the property on the market, check the “Send Automated Alerts” 

box.  Note: if you do not want the automated alerts sent, you will still have an opportunity to send 

them, since upon putting the property on the market, you will be taken to the marketing alerts page.  

Here, you can review who will receive the notifications before sending them. 

6. Press “Confirm” to put the property on the market. 

To take a property off the market, either: 

a) Click “Change” beside the “On The Market” status on the property dashboard; or 

b) Click “Take off the market” on the marketing details page; or 

c) Change the status of the property to “Sold” or “Inactive” (although, if the configuration option to 

keep sold properties on the market is enabled, you will need to choose approach a) or b)). 

SET UP A VIEWING 

A viewing can either be set up from the Diary, or from the property itself.   
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From the Diary: 

1. Click “Home” 

2. Click on the “Branch Diary” sub-menu item 

3. Select the date and time slot for the viewing, and click on the calendar to bring up the form to add the 

diary entry. 

4. Select the diary item type “Viewing”, and search for the property by reference or address, and the 

applicant by name. 

5. Enter any additional details and press “Add” to create the entry. 

From the property: 

1. Select the “Viewings” side menu item. 

2. Click the “Add” link 

3. Search for the applicant by name, and enter any remaining details.  Press “Add” to create the viewing. 

Confirmations and reminders can be emailed out from the viewing entry. 

RECORD AN OFFER 

1. From the property details page, click the “Offers” side menu item. 

2. Click the “Add” link. 

3. Search for the applicant making the offer by name, and complete the offer form.  Press “Add” to save 

the offer. 

PROPERTY DASHBOARD 

The property dashboard is the main page for each property (it is the page that you land on whenever you click 

a link to a property).  This page contains summary information about the property, such as its main photo, 

price, status, summary text, address, and so on, as well as: 

 Viewings over the next week 

 Recent offers on the property 

 Recent correspondence (letters and emails) concerning the property 

 Map view of the property 

 Website analytics for the property 

 Quick links to notes on the property, the brochure and window card, the details page for the property 

on the website 
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MARKETING 

BROCHURES AND WINDOW CARDS 

The system comes with a range of pre-defined brochure and window card templates.  For each property, 

under the “Brochures & Window Cards” side menu item, you can select to use any one of these templates, or 

you can upload you own brochure and use that instead.  From here, you can also print or email out copies of 

the selected brochure for the property. 

For the system-defined templates, the brochures and window cards are generated on the fly whenever they 

are viewed (either from your website, from a portal or from within the admin system) or emailed, which 

means you do not need to re-generate the brochure every time you change any of the marketing details of a 

property. 

If you would like us to customize any of the brochure templates, or have a logo/header/footer (ideally in 

vector format) that you would like us to include in your marketing brochures, then please do get in touch with 

our support team. 

PORTALS 

If you are registered with marketing portals such as Rightmove or FindAProperty, the system can export the 

marketing details of any properties that are on the market to those portals.  By default, the system will 

automatically do this overnight, so there is no need for you to re-export property details to the portals every 

time you update the description or upload a new photo for instance.  However, it is also possible to manually 

export your property data to the portals at any time. 

ADDING A PORTAL ACCOUNT 

For the system to export your property data to a portal, you must provide details of your account at that 

portal: 

1. Click on the “Marketing” top menu item 

2. Click on the “Manage Portals” side menu link.  This will take you to a page listing all of the portals that 

the system can export to. 

3. Click on the portal you want to export to.  You will be taken to a list of your accounts at that portal. 

4. Click the “Add” link to enter your account details in the system. 

5. Enter the account ID that you have with the portal, and press the “Add” button. 

MANUALLY EXPORTING TO PORTALS 

Every night, the system will automatically export all of your sales and lettings properties that are on the 

market to all of the portals that you have accounts with.  Therefore, any new properties that you have added, 

and any changes, will be uploaded to the portals overnight.  Similarly, any properties that you have taken off 

the market will be removed from the portals overnight. 

However, if you want to refresh your data on the portals sooner than this, you can manually run the portal 

export: 

1. Click on the “Marketing” top menu item 
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2. If you have set up your portal accounts in the system ,as above, you will be taken to a list of portal 

accounts to be included in the export.  Select the portals that you want to export to by checking the 

select box next to them, and click the “Select” button. 

3. You will be taken to a confirmation page, where it is possible to view the properties that will be 

included in the export.  Click “Run” to run the portal export. 

WEBSITE 

10ninety offers a range of websites to advertise your agency and properties.  Any properties that are marked 

in your admin system as being on the market will be included on your site, with map and list searches allowing 

potential applicants to find properties that might be of interest to them.   

The properties will automatically be displayed and be up-to-date with the full set of marketing details 

(description, rooms, photos, floorplan, brochures, EPC) that you have entered in the admin system.   

Please contact us for more details and example sites. 

FACEBOOK 

The system can integrate with your company’s Facebook page, allowing you to post property alerts on your 

wall. 

TWITTER 

The system can integrate with your Twitter page, allowing you to tweet property alerts, for example as you put 

on new property on the market.  
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LETTINGS MANAGEMENT  

SETTING UP A LETTING 

SET UP A NEW LETTING 

See “Set up a letting” instructions under “Basic procedures for lettings” above. 

TAKING ON IN-FLIGHT LETTINGS 

When using the system for the first time, it is likely that you will want to set-up existing in-flight lettings (for 

example, ongoing periodic lettings that have previously been managed in Excel or another system).  In such 

cases, there are two options for how to set-up the letting: 

1. Create full letting history 

2. Start the letting from the latest unpaid rent period 

1. CREATE FULL LETTING HISTORY 

In this approach, the full history of the letting is entered – including all tenant receipts and landlord 

statements.  Enter the letting with the original start date, deposit details and fees.  Record the full history of 

tenant receipts, and re-generate landlord statements as required. 

2. START LETTING FROM LATEST UNPAID RENT PERIOD 

In this approach, rather than entering the full history, simply take on the in-flight letting from the latest unpaid 

rent period: 

- Letting start date: set the letting start date as the start date of the latest rent period where rent is still 

owing (this will be the next rent period if the tenant is paying on time, or a past rent period of the 

tenant is in arrears) 

- Term: leave the field blank 

- Letting end date: set the letting end date as the contractual end date of the letting (if still in the 

original fixed term of the letting), or the end of the latest rent period if the letting has already gone 

periodic (the system will automatically extend the letting one rent period at a time) 

- Deposit: if the deposit has already been paid and lodged, it can be left blank.  However, if it has been 

lodged at a protection scheme or the agency is holding it and you would like to keep track of it, enter 

the details and record a historic tenant receipt for the full deposit amount – marking the deposit as 

held at the scheme. 

- Letting fee: if the landlord’s letting fee has already been received from the landlord, leave this field 

blank. 

- Management fee: this needs to be defined in order for the system to generate the correct 

management fee deductions each rent period. 

- Is Periodic: if the letting has already gone periodic (that is, is beyond the original fixed term and is 

now rolling on a monthly basis), tick this box.  The system will automatically extend the letting (rent 

schedule and end date) by a rent period at a time a week before the latest rent period ends. 

TENANT’S PROCEDURE  
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MONITORING RENT DUE FROM TENANTS 

Rent due from tenants can be monitored in the alerts: 

 All alerts are available under the “Home” -> “Alerts” menu item.  Rent-related alerts are found under 

the “Lettings Financials Alerts” group. 

 There is also an alerts widget on the homepage dashboard. 

 Alerts specific to an individual letting can be found on the dashboard for that letting. 

From whichever alert page above: 

 Use the 'Rent Due' alert to monitor rent due from tenants in next two weeks.   

 Use the 'Rent Overdue' alert to monitor rent that is now overdue and has not been paid. 

Rent reminder emails can be sent from either alert by clicking the “Reminder” button.  For overdue rent, 

reminders of different severity can be sent, depending on how long the rent has been overdue. 

RECORDING RENT RECEIVED FROM TENANTS 

On receipt of rent from a tenant it should be recorded against the letting: 

1. The tenant receipt form can be accessed from the following pages in the system: 

a. From the dashboard page for a letting: click the “Add” button in the Tenant Receipts widget 

in the bottom left of the dashboard screen 

b. From the “Tenant Receipts” side-menu link against a letting: click the “Add” button 

c. From the “Tenant Account” side-menu link against a letting: click the “Add Receipt” button 

d. From the “Home” -> “Finance” -> “Tenant receipts Import” page: search for the tenant by 

name, rent payment reference or letting, and click “Add Receipt” 

2. Enter the amount received from the tenant, together with any other details of the payment (for 

example, which client bank account it has been paid into). Click “Add”. 

3. Review the allocation of this receipt. By default, the system will use it to pay off the oldest unpaid 

items (demands) for this tenant, but the allocation can be manually changed if required. Click 

“Confirm” to save down this receipt. 

TENANT ACCOUNT 

The tenant account for a letting can be viewed by clicking the “Tenant Account” side-menu link against the 

letting.  The account page shows all items due from the tenant(s) in the letting, listed in order of due date.  

Each item shows: 

- “Amount Due”: the original amount to be paid by the tenant for this billable item 

- “Received”: the amount that has been received from the tenant to date for this item 

- “Outstanding”: the amount that is still outstanding on this item (it will show in red if overdue) 

- “Balance Due”: the running total of all outstanding amounts 

The “Balance Due” as of today is also shown on the letting dashboard – this shows how much is still 

outstanding from the tenant(s) on all items in their account due on or before today.  If they have anything 

overdue, the dashboard balance will be highlighted in red. 

LANDLORD’S PROCEDURE  
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MONITORING LANDLORDS WHO SHOULD BE PAID 

From the alerts page, use the “Rent Due to Landlord” alert to see those landlords who need to be paid.  This 

shows any landlords who have rent or deposits owed to them. 

GENERATING LANDLORD STATEMENTS 

Having identified a landlord as needing to be paid, the next step is to generate a statement for that landlord.  

This process identifies any rental income and deposits that are due to be passed on to the landlord, and 

generates any associated management fees.  The statement will also pick up any unsettled expenses or ad-hoc 

fees due by the statement date.  Once transactions are included in a landlord statement, they become locked 

– editing the originating transaction in any way will create a delta transaction that will be picked up in the 

subsequent statement. 

The steps below outline how to generate a landlord statement: 

1. Statements can be generated from the following locations in the system: 

a. From the “Rent Due To Landlord” alert: Click “Generate All Statements” to generate 

statements for all landlords due to be paid, or click “Generate Statement” against an 

individual landlord. 

b. From the “Landlord Statements” side-menu link against the landlord or letting (*): Click 

“Generate Next Statement”. (* Note, by default, statements are enabled at the landlord-

level only – meaning they will cover lettings across all properties belonging to that landlord.  

However, by ticking the “Letting-Level Landlord Statements?” checkbox against a letting, this 

will enable landlord statements to be generated for that letting). 

2. Select the statement date (defaults to today).  Only unsettled transactions up to and including the 

statement date will be included. 

3. Review the transactions to be included in the statement(s) and click “Confirm” to create the 

statement. 

4. The generated statement(s) can be viewed, printed (from the statement PDF) or emailed to the 

landlord. 

MONITORING LANDLORD STATEMENTS DUE TO BE PAID 

From the alerts page, use the “Landlord Statements Due To Be Settled” alert to see those landlord statements 

that have not yet been marked as paid. 

RECORDING THAT THE LANDLORD HAS BEEN PAID 

1. Statements can be marked as settled from the following locations in the system: 

a. From the “Landlord Statements Due To Be Settled” alert: Click “Settle All Statements” to 

settle all of the unsettled statements listed, or click “Settle” against an individual statement. 

b. From the “Landlord Statements” side-menu link against the landlord or letting: Click on the 

statement that is pending settlement, and then click the “Mark As Settled” link. 

2. Record any additional payment details (for example, the client bank account from which payment was 

made) and click “Settle”.  Note, this process does not itself initiate any payment from the selected 

bank account to the landlord - it simply records the payment in the system. 

GENERAL LETTING PROCEDURES 
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ADDING ADDITIONAL TENANTS TO A LETTING 

Additional tenants can be added to the letting, either as paying tenants (responsible for paying rent, fees, 

deposits etc), or simply as named tenants, for example to be included in the tenancy agreement.  Add tenants 

to a letting as follows: 

1. Go to the letting details page: click the “Letting Details” side-menu link against the letting. 

2. Click the “Add Tenant link beneath the lead tenant. 

3. Search for the tenant by name and click to select the required tenant. 

4. Set the tenant’s start date – leaving this blank will imply that the tenant starts at the start of the 

letting, but tenants can also be added midway through a letting. 

5. Click “Add” to add the tenant to the letting. 

If the additional tenant is due to pay rent, he/she needs to be added to the rent schedule as a paying tenant: 

1. Click the “Rent Schedule” side-menu link against the letting. 

2. Click “Add Paying Tenant” 

3. Select the tenant to add to the rent schedule and the rent amount that the tenant will be paying. 

Optionally include a rent payment reference that the tenant should include on any payments of rent. 

4. Click “Add”. 

5. To adjust the rent amount that any of the other tenants are due to pay, click on their rent amount 

and update accordingly. 

If the additional tenant is also due to pay their own deposit, a deposit needs to be created for this tenant: 

1. Click on the “Deposit” side-menu link for the letting. 

2. Click the “Add Another” link. 

3. Select the tenant, when the deposit is due (normally start of the letting), the deposit amount and any 

holding details. 

4. Click “Add”. 

5. Adjust the deposit amount for any other tenant’s deposits accordingly. 

CREATING THE TENANCY AGREEMENT 

Once the details have been set-up for a letting, and all tenants added, the tenancy agreement can be 

generated.  The system will use the standard template (which can be edited), and replace tags with the details 

specific to this letting: 

1. From the letting, click the “Documents” side-menu. 

2. Click the “Generate” button against the required tenancy agreement template. 

3. Check the preview or edit the content if required, and click “Generate” to create the document. 

4. The generated document PDF can then be printed or emailed. 

LODGING THE DEPOSIT AT A PROTECTION SCHEME 

The “Deposits Not Lodged” alert identifies any deposits that have been paid by the tenant but not yet lodged 

at the third party protection scheme (e.g. the DPS).  To mark the deposit as lodged there: 

1. Click through to the deposit in question 

2. Under the “Holding Details” section on the page, click the “Mark As Lodged” link 
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3. Enter the scheme details, and optionally from which client bank account the deposit was moved, and 

click “Confirm”. 

CREATING A TENANT INVOICE 

Invoices can be created for one or more tenant demands (rent, fees, deposits, expenses).  The invoices can 

then be printed or emailed to the tenant. 

1. From the letting, click on the “Tenant Account” 

2. Select which items to include in the invoice by ticking the checkbox for each item (alternatively, click 

tick the checkbox at the top of the account table to select all items). 

3. Click the “Invoice” link and then click “Save” to create the invoice. 

4. The generated invoice can then be printed or emailed to the tenant in question. 

CHARGING AD-HOC FEES 

Both landlords and tenants can be charged ad-hoc fees through the system, via the “Landlord Fees” and 

“Tenant Fees” side-menu links against a letting.  This system will only apply VAT to fees if a VAT number has 

been supplied for the agency (this can be set under “Admin - > Company” section). 

If a landlord is to be charged a fee relating to a property, and there is no active letting at the property, record 

the fee using the “Landlord Fees” side-menu link against the property. 

If the fees are to repeat on a regular basis, tick the “Is Recurring” tick box when adding the fee, and enter 

details of how frequently the fee will repeat, and for how long. 

RECORDING THE INVENTORY 

An inventory can be recorded against any letting as follows: 

1. Click on the “Inventory” side-menu link against the letting. 

2. Enter details of when the inventory was taken and by whom.  If the “Use Previous Inventory” is ticked, 

the system will copy the last inventory recorded at this property – the copied inventory for this letting 

can then be edited as required.  Click “Next” to start recording the inventory. 

3. The inventory is structured room-by-room, so the first step is to create a room.  Select the room type 

in the “Add Room” form at the bottom of the page and click the “Add” button to create the room. 

4. Record items for that room using the “Add Item” form.  The item can be a standard item from the 

central list (start typing and the system will match to standard items which can then be selected), or 

type in the item name manually.  Optionally add a description of the item, its condition at the time of 

recording the inventory and any comments.  Click “Add” to save down the item record. 

5. Photos can be recorded against each item using the “Add Photo” button. 

6. Continue by adding further items to the room, and by adding further rooms. 

7. The rooms, and items within a room, can be re-ordered as required by clicking the “Re-order Rooms” 

and “Re-order Items” links respectively.  Drag-and-drop the rooms/items into the correct order and 

click “Save”. 

8. A PDF report of the inventory can be printed off by clicking the “Print” button at the top of the 

inventory page.  Click “Email” to email the report to the landlord or tenant. 

Note – the system can be used over a tablet device (e.g. iPad) or smart-phone, so it is possible to record the 

inventory on the system whilst actually walking round the lettings property.  Photos can also be uploaded from 

the mobile devices. 
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CREATING INSPECTION REPORTS 

The state of the inventory can be recorded upon making a routine or checkout inspection of the property: 

1. An inspection report can be started from the following locations in the system: 

a. From the inventory: click “Add Inspection Report” and enter details of when the inspection 

was made (or select an existing inspection entry in the system) 

b. From an inspection entry: from the inspection details page, click “Add” next to “Inventory 

Report” and indicate  

2. Indicate if the inspection is the checkout inspection – if so, it will also be available in the Checkout 

Report.  

3. Click “Edit” against any inventory item to update its condition as of the inspection.  Add any 

comments as required. 

4. Click “Add Photo” to upload a new photo of the inspected item. 

5. Click “Print” or “Email” to print or email out a copy of the inspection report. 

INSPECTION SCHEDULE 

If the “Auto-Generate Inspection Schedule” flag is checked on the letting details form when adding a letting, 

they system will automatically create a series of inspections at the property, based on the default settings (the 

default is an inspection every three months).  If you require the default inspection schedule to be changed, 

please contact 10ninety Support. 

RECORDING UTILITY DETAILS AND METER READINGS 

Utility suppliers, meter numbers and meter readings can be recorded under the “Utilities” side-menu item 

against the letting.  Both check-in and check-out meter readings can be provided – these will display in the 

Check-in and Check-out Reports respectively. 

If the utility supplier for the letting is not available in the dropdown, they can be added under the “Lettings -> 

Suppliers” top-level menu.  The new supplier should be created with a type of “Utilities”. 

TENANT KEYS 

To record the sets of keys provided to tenants during a letting: 

1. Click on the letting details page 

2. Click the “Checkout” button against the “Tenant Keys” label. 

3. Select which key is being checked-out to that tenant (if keys have already been defined for this 

property), otherwise register a new key. “Reference” refers to the internal office reference for this 

key. 

At the end of the letting, the key can be marked as returned by the tenant by clicking the “Return” link against 

it.  Any keys that have not yet been returned will be identified in the “Keys Not Returned” alert. 

ADJUSTING THE RENT AMOUNT 

Whilst the letting is being set-up, the rent definition can simply be edited through the normal “Edit Details” 

form – click “Edit” against the letting. 
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However, once receipts have been recorded from the tenant and the letting is underway, a more controlled 

edit flow of the rent definition is required: 

1. Click on the letting details page 

2. Click the “Edit” link against the Rent field 

3. Set the new rent amount.  If there are multiple tenants paying rent, re-define what each should pay.  

If rent has already been received, you will also need to specify from which rent period the change 

should apply. 

4. Click “Save”. 

In a multi-tenant letting, the rent due from a particular tenant can also be edited via the “Rent Schedule” side-

menu link: 

1. Click on the “Rent Schedule” side-menu 

2. In the “Rent Definition” section, click on the “Rent Amount” for the tenant in question. 

3. Update the amount, select from which rent period the change should apply and press “Save”.  This 

will only update the rent due for the tenant in question.  

Individual rent demands can also be edited via the “Rent Schedule” side-menu link: 

1. Click on the “Rent Schedule” side-menu 

2. Click on the “Rent Due” amount for the rent demand in question. 

3. Update the amount and press “Save”.  This only changes the rent due for this individual rent demand.  

ADJUSTING RENT DATE 

If you need to change the rent due date for each recurring rent period: 

1. Go to the letting details page for the letting 

2. In the “Advanced Details” section at the bottom of the page, click “Edit” next to the “Rent Adjustment 

Date” field 

3. Enter the date on which new recurring rent periods will be based and click “Save”.  The system will 

adjust the rent schedule accordingly, pro-rating the rent due for any short rent periods created as a 

result. 

EXTENDING AN EXISTING TENANCY 

If a tenant decides to extend their existing tenancy and no new tenancy agreement is to be produced, you can 

simply extend the end date of the tenancy against the letting. If the letting has now gone periodic, so that it 

simply rolls on a monthly basis, tick the “Is Periodic” checkbox on the letting details page – the system will 

then automatically extend the rent schedule and letting end date every month. 

If a new tenancy agreement is required, then click on the 'Create Renewal' button from the letting dashboard.  

A new rent schedule and (optionally) fees will be generated for the renewal, but the previous letting's deposits 

will be carried over. 

EARLY TERMINATION OF A TENANCY 

If a tenant terminates a tenancy prior to the full term, record the “Early Termination Date” against the letting 

on the letting details page.  The system will then shorten the rent schedule to terminate on this date, pro-

rating the final rent period if that is shorter than a normal period. 
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TERMINATION OF A PERIODIC LETTING 

There are two scenarios for ending a periodic letting: 

1. The letting ends on the current end date – in which case, simply uncheck the “Is Periodic” flag against 

the letting, on the letting details page, and the letting will end on the current end date.  The system 

will stop rolling the letting on a monthly basis. 

2. The letting ends before the current end date – in which case, set the “Early Termination date” as 

above. 

RETURNING DEPOSITS 

Deductions (for example, for damages) can be recorded against a tenant’s deposit to reduce the final deposit 

amount that should be returned to the tenant: 

1. Click on the deposit in question 

2. Under the “Return Details” section at the end of the page, click “Add” next to the Deductions field. 

3. Enter the amount to be deducted and a description, and click “Add” to save it. 

You can then print or email the tenant’s final Deposit Return Statement.  Mark it as returned once the deposit 

has been returned to the tenant – this will remove it from the “Deposits Not Returned” alert. 

SUPPLIERS/CONTRACTORS 

The Suppliers section enables details of suppliers/contractors to be recorded in the system, together with their 

invoices. 

ADDING A SUPPLIER: 

1. Click on “Lettings” -> “Suppliers” (or “Home” -> “Address Book” -> “Suppliers”). 

2. Click “Add” 

3. Enter the supplier’s name and contact details and press the “Add” button. 

4. If required, the supplier’s bank details can be stored under the “Bank Account” side-menu. 

SUPPLIER INVOICES 

When work is carried out at a property, you will normally receive an invoice for that work from the 

supplier/contractor.  The supplier will need to be paid for that work, and in turn, you will need to re-coup the 

cost of the work from the landlord.   

In the 10ninety the system, these two steps are represented by: 

a) Supplier invoice – details of the actual invoice that you have received from the supplier 

b) Property expense – deducted from the rental income in the landlord’s next statement 

To record details of an invoice received from a supplier: 

1. From the supplier’s list, click “Add Invoice” against the relevant supplier.  You will be taken to a form 

with two sections – the first (“Invoice Details”) is for recording details of the supplier invoice; the 

second (“Expense”) is for recording details of the property expense. 
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2. Enter the supplier invoice details in the “Invoice Details” section – amount and date are the minimum 

required fields 

3. Enter the associated property expense details in the “Expense” section-  

a. To select the property, start typing the address or reference of the property and select the 

correct matching property 

b. To link to the maintenance job for the work carried out (if logged in the system), start typing 

the description or reference of the job and select the correct matching job 

c. Amount – if the expense amount is to differ from the supplier invoice amount, it can be 

overridden here.  If the amount is the same, the expense amount field can be left blank. 

d. Expense Type – the system support three types of expense: 

i. Property expenses (default): payable by the landlord of the selected property 

ii. Tenant expenses: payable by the tenant of the selected property 

iii. Office expenses: these are office costs that cannot be reclaimed from any clients 

Once the invoice has been recorded, various further actions can be performed: 

- Mark As Paid: once the supplier has been paid, click this link to remove it from the “Unpaid Supplier 

Invoices” alert 

- Remittance Advice Letter/Email: once the invoice has been marked as paid, you can send a 

remittance advice email or letter to the supplier, confirming payment. 

- Add Expense: any number of additional expenses can be created from the supplier invoice (for 

example, if the invoice covered work at several properties) 

- Link Existing Expense: if an expense had been created separately to the supplier invoice, and you now 

want to associate that expense with this new supplier invoice, you can do so by clicking “Link Existing 

Expense” and searching for the expense by reference, property or tenant.  

RECORDING MAINTENANCE JOBS 

MAINTENANCE WORKFLOW 

The standard workflow regarding a maintenance job is as follows: 

1. Tenants raises a maintenance issue, or routine work is to be carried out at the property.  

ACTION: record a maintenance job in the system against this property (see “Adding a maintenance 

job” below) 

2. Select and instruct a supplier/contractor to carry out the work. 

ACTION: edit the job and select the supplier, adding access details as required.  Once the job updates 

are saved, Email or Print the job sheet for the supplier. 

3. Once the job is completed, the supplier invoices for the work done. 

ACTION: go back to the maintenance job and mark it as completed.  Record the invoice details by 

clicking the “Add” link beside the Supplier Invoice field on the job.  See “Supplier Invoices” section 

above for more details on how to record an invoice.  By clicking to add the invoice from the 

maintenance job, all property and job details on the invoice form will be pre-populated. The invoice 

details and associated property expense will be created in the system. 

4. The supplier is paid for the work carried out. 

ACTION: Mark the supplier invoice recorded above as paid by clicking onto the invoice and clicking 

the “Mark as Paid” button. 

5. The cost of the work is re-covered from the landlord. 
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ACTION:  Generate the next landlord statement and the expense will be deducted from the landlord’s 

rental income (or covered by the landlord’s float, if one has been set-up for this landlord - see 

“Landlord Floats” below). 

ADDING A MAINTENANCE JOB 

To record a maintenance issue or job against a property: 

1. The maintenance list for a property can be accessed from two places: 

a. From the context of the property: click on the “Maintenance” side-menu link  

b. From the context of a letting at the property: click on “Property Maintenance” link in the 

“Quick Links” section in the side-menu 

2. Click “Add Item”  

3. Enter a description of the issue/job 

4. Select the type of maintenance item: either “Reported Issue” for a problem raised by a tenant, or 

“Routine Maintenance Task” for planned work 

5. Fill in additional details as required, including which supplier you plan to assign the work to (if 

known).  Only fields marked with * are mandatory. 

6. Click “Add” to save down the maintenance item. 

Additional actions that can be performed are: 

 Select the supplier to assign the job to 

 Print or email out the supplier job sheet 

 Add the job to the branch diary if a member of staff needs to attend 

 Record the invoice received from the supplier for this job (see below) 

PROPERTY EXPENSES 

Expenses typically refer to the cost of work carried out at a property on behalf of the landlord.  They can be 

created in the following locations within the system: 

 From a supplier invoice – i.e. when recording the invoice for the work from the supplier/contractor 

who carried out the work (see “Supplier Invoices” above) 

 From the “Expenses” side-menu of the property – where it is also possible to record details of the 

associated supplier invoice (see below) 

 From a maintenance job – click the “Add” link next to the “Expense” field on the job (see 

“Maintenance Workflow” above) 

In all cases, once the expense has been created, it can be accessed again from the “Expenses” side-menu 

against the property. 

Once created, the expense will then be included in the next landlord statement covering the date of the 

expense.  It will be paid either as a deduction from the landlord’s rental income (the default), or from the 

landlord’s float if the landlord has one on account. 

RECORDING A PROPERTY EXPENSE 

The following steps detail how to create an expense directly against the property (alternatively, expenses can 

be created when recording a supplier invoice or from a maintenance job). 
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1. The expenses list for a property can be accessed from two places: 

a. From the context of the property: click on the “Expenses” side-menu link 

b. From the context of a letting at the property: click on “Property Expenses” link in the “Quick 

Links” section in the side-menu 

2. Click “Add” to bring up the new expense form 

3. Enter the details of the expense, including the expense type: 

a. “Property Expense”: the landlord is responsible for paying property expenses 

b. “Tenant Expense”: the tenant is responsible for paying these expenses (they are added to the 

Tenant’s Account) 

4. If the expense is recurring on a regular basis, tick the “Is Recurring” box and enter details of how often 

and for how long the expense should repeat. 

5. Details of the associated supplier invoice can also be created at the same time as the expense is 

recorded – tick the “Add Supplier Invoice” checkbox and record who the supplier is, and details of 

their invoice. 

6. Click the “Add” button to save down the expense and any associated supplier invoice. 

Expenses can also be created from: 

- A maintenance job: click the “Add” link next to “Expense” 

- A supplier invoice: enter the expense details (property) when adding the supplier invoice. 

LANDLORD FLOAT 

Some agents may want to set-up a landlord float to pay for expenses, instead of deducting the expense from 

rental income due to the landlord.  This is especially true when there is no active letting for the landlord, and 

therefore no rental income from which to deduct. 

To set-up a float for a landlord: 

1. Click on the “Float” side-menu item for the landlord 

2. Click the “Set-up Float” button 

3. Enter the payment into the float, plus any additional information about the payment (for example, 

into which bank account the payment was made). 

4. The float can be topped-up at any stage by clicking the “Top-up Float” button against the float. 

By default, if the landlord has a float, the system will attempt to pay for the expense from the float rather than 

as a deduction from the rental income due to the landlord.  The expense will be marked as paid (from the 

float) when the landlord’s next statement is generated. 

If you do not want an expense to be taken from the float, tick the “Do Not Use Float” checkbox against the 

expense. 
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MISCELLANEOUS 

SETTING UP MEMBERS OF STAFF 

To set-up a new member of staff: 

1. Click on the “Admin” top-level menu item 

2. Click on the “Staff” side menu item 

3. Click “Add” to be taken to the new staff form 

4. Enter the staff member’s details, including a username for them to logon to the system with.  The 

“Personal Email” field must be provided as this is the email address to which the new staff member’s 

generated password will be emailed.  By default, this is also the email address from which all emails 

for that staff member will be sent – if you would like a different email address for correspondence 

from the system, provide the “Correspondence Email” address. 

5. Click “Add” to create the member of staff. 

The system will generate a password for that member of staff, and will email it to the “Personal Email” 

address.  The staff member should then logon with the new username and password, and will be asked to 

change the password upon first logon. 

If the staff member also needs access to the Lettings Management module: 

1. Click on “Lettings Management” in the top right-hand corner of the screen 

2. Under the “Management” menu, click on the “Admin User Accounts” menu item 

3. Add the new user’s details, including username and password, and click “Update” to store them. 

CHANGING COMPANY AND BRANCH DETAILS 

When we first set-up your system, we will populate as many company and main branch details that we are 

aware of.  However, if you would like to update these, you can do so under the “Admin” menu item: 

To change your company details: 

1. Click on the “Admin” top-level menu item 

2. Click “Edit” to change your company details, and press “Save” to store them. 

To update any of your branch details: 

1. Click on the “Admin” top-level menu item. 

2. Click on the “Branches” side menu item. 

3. Click “Edit” against the branch whose details need updating, and press “Save” to store the changes. 

MULTIPLE BRANCHES 

The 10ninety system is a multi-branch system, that allows: 

 One or more branches 

 Staff to have a working “home” branch, but also access to other branches if permitted 

 Staff can be restricted to one branch only if required, meaning they can only view/edit data for that 

one branch 

 Ability to share contact details across branches if required 
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 Property listings by branch 

Please contact 10ninety if you are interested in expanding your system to have multiple branches. 

HOME BRANCH 

For multi-branch set ups, each member of staff is assigned a “home branch”, which is the branch that they are 

currently working at.   

By default, the system will only display data for your home branch (for example, the diary will only show items 

for your home branch; the property lists will only contain properties listed at your home branch).  However, if 

you have access to other branches, you will always have the option to expand the listings to show data from 

those additional branches. 

DASHBOARD 

The home page of your admin system is a dashboard which provides a useful summary of recent activity and 

shortcuts to common functions.  The dashboard provides: 

 A quick view of your diary for the day 

 Recent registrations that haven’t been followed up on 

 Key alerts to items requiring action (for example, viewings where no feedback has been gathered yet) 

 Sales and Lettings trends and statistics (for example, how many viewings there were in the last 

month) 

 Shortcuts to properties, contacts and lettings you have recently been working on in the system 

 Shortcuts to add a new contact and a new property 

DIARY 

The diary resides under the “Home” menu item.  There are two views of the diary: 

 My Diary – this is your diary, containing any viewings, valuations, appointments, inspections etc that 

you are attending.  It is possible to filter these by type, and also to display any diary items that you 

have created but are not attending.  You can also store notes in your diary. 

 Branch Diary – this displays all diary entries for your home branch, and can be filtered by diary item 

type and member of staff. 

TASKS 

Tasks can be logged against lettings, properties or contacts (vendors, buyers, landlords or tenants) by clicking 

on the “Tasks” side-menu against each.  General tasks can also be created from any page in the system by 

clicking on the “My Tasks” link at the top of the page, and clicking the “Add” icon.   

By default, any task created will be owned by the member of staff creating the task, but if the task is for 

another member of staff (for example, a callback message), simply change the task owner to that staff 

member. 

Your own outstanding tasks due today can be seen in the following places: 

 On the “My Tasks” link at the top of every page 

 On the Dashboard page, in the “My Outstanding Tasks Due” widget 
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 On the “Home” -> “My Tasks” page, which lists all of your tasks (where they can also be filtered and 

printed) 

If a user has been assigned a task by another member of staff, and has not seen that task yet, it will be 

highlighted with a blue “un-seen” dot. 

The “Outstanding Tasks Due” alert lists all outstanding tasks, across all users, that are due on or before today. 

CHECKLISTS 

Checklists allow you to create a standard set of steps for common workflows or processes – for example, a 

“Move-in Checklist” for a letting could be used to track all of the standard steps involved in setting up a 

tenancy and moving the tenants in. 

Checklists can be created against lettings, properties or contacts (vendors, buyers, landlord or tenants). 

Any checklists that have not been completed yet can be seen under the “Checklists Not Completed” alert. 

CHECKLIST TEMPLATES 

To create your standard checklist templates: 

1. Click on “Templates” -> “Checklists” 

2. Click on the section of the system where the checklist should be available – e.g. “Letting” for letting-

related checklists 

3. Click the “Add” button and enter the name of this checklist template 

4. Enter checklist items and re-order them as necessary.  Headings can be entered by ticking the “Is 

Heading” tick box when adding a new entry in the checklist 

CREATING A CHECKLIST 

Against any given letting, property or contact, you can create a new checklist as follows: 

1. Click on the “Checklists” side menu 

2. Click “Add” 

3. Select from one of the standard checklist templates available in this context, or leave the template 

field blank to start a new empty checklist 

4. As and when items in the checklist are completed, click on the grey tick against that item – it will turn 

green to indicate that the step is finished.  Once all items have been completed, the status of the 

overall checklist will automatically be updated to Completed (alternatively, the checklist can be 

manually changed to Completed by clicking “Edit Details”). 

5. Click Edit against a checklist item to change the details or add notes.  Click the red cross to delete any 

step that is not required.  New items can also be added, and all items can be re-ordered as required. 

ADDRESS BOOK 

The address book is a list of all contacts in the system, and resides under the “Home” top-level menu item.  A 

contact is any member of the public or supplier/solicitor registered in the system.   

From the address book pages, you can view the contact details for any contact, add new contacts and manage 

your lists of suppliers and solicitors. 
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ALERTS 

The system will identify potential actions required under the “Alerts” section (for example, it will identify 

tenants who have rent overdue).  The alerts, displayed by branch, can be found under: 

 “Home” -> “Alerts” 

 On the homepage dashboard (in the “Alerts” widget) 

 For a single letting, on the letting’s dashboard page 

Alerts are grouped into the following four categories: 

1. Marketing Alerts: relating to any potential marketing issues (e.g. viewings awaiting feedback) 

2. Lettings Financials Alerts: lettings management cash flow alerts (e.g. rent overdue) 

3. Tenancy Alerts: relating to the set-up of lettings (e.g. lettings about to end) 

4. Property Management Alerts: any property management reminders (e.g. gas safety certificates about 

to expire) 

REPORTS 

Various reports, run by branch, are available under: 

 “Home” -> “Reports” 

For any report, enter the report parameters and press “Run” to display the results, which can in turn be 

exported into Excel or printed into a PDF. 

FINANCE FUNCTIONS 

Various finance functions are available under: 

 “Home” -> “Finance” 

TENANT RECEIPTS IMPORT 

This is a central screen for recording tenant receipts across all lettings (instead of having to navigate to each 

letting in turn to enter the receipt).  This screen is especially useful if you are working through your bank 

statement on a daily basis, recording receipts of rent across all properties. 

To record a receipt: 

1. Search for the active tenant in question by tenant name, property address, letting reference or tenant 

rent payment reference.  Press “Search” to find matching tenants. 

2. Click “Add Receipt” to record the receipt from this tenant. 

3. Enter the amount received from the tenant, together with any other details of the payment (for 

example, which client bank account it has been paid into). Click “Add”. 

4. Review the allocation of this receipt. By default, the system will use it to pay off the oldest unpaid 

items (demands) for this tenant, but the allocation can be manually changed if required. Click 

“Confirm” to save down this receipt. 

BANK ACCOUNTS 
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Record any branch bank accounts under the “Bank Accounts” side-menu.  Each account is either classified as a 

“Client Cash Account” (for receipts from/payments to clients) or an “Office Cash Account” for the agency’s 

own cash. 

Note: the system does not integrate with your bank accounts to initiate any payments, rather these are 

provided to allow you to record bank details against any cash transaction made within the system, to aid the 

reconciliation of your system with your bank accounts. 

BANK RECONCILIATION 

This screen allows you to reconcile any cash transactions recorded in the system with those in your bank 

account. Cash transactions can be filtered by a number of parameters, including bank account, date range, 

transaction type. 

To mark a transaction as reconciled, click the grey tick against the transaction – a green tick indicates that the 

transaction has been reconciled.  Additional notes can be added against the transaction by clicking the grey 

note icon beside the tick. 

DOCUMENTATION 

TEMPLATES 

The system comes with a comprehensive range of documentation templates, found under the top-level 

“Templates” menu, covering: 

 Letters and Emails (Correspondence) 

 Documents 

 Printed lists 

These master templates can be edited, and new templates can be created.  It is also possible to edit the 

templates for a particular property or contact, so that the changes made only apply to that property/contact 

(all other properties/contacts will continue using the master template). 

When editing a template, it is possible to insert dynamic tags, relevant to the context of the template, which 

allow data in the system to be swapped in when the letter is generated.  For example, a tag for the property’s 

address can be inserted into an instruction of sale letter template, so that when the letter is created for a 

particular property, that property’s address will be included. 

CREATING LETTERS AND SENDING EMAILS 

Letters and emails can be sent from any of the main areas in the system: 

 Vendors 

 Buyers 

 Landlords 

 Tenants 

 Properties 

Click on the “Letters & Emails” side menu item, where a list of the available templates will be displayed.  Most 

templates are available as both a letter and an email – select which you want to send by clicking “Letter” or 

“Email” against the template name. 
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You will be taken to a confirmation page that previews the content of the letter or email: 

 For Letters: press “Create” to create the letter as a PDF, which can then be printed off and marked as 

sent 

 For Emails: press “Send” to send the email 

AUDIT TRAIL 

All changes in the system are audited, with details of what the change or action was, who did it and when.  To 

view the audit trail against any property of contact, click on “Audit Trail” in the side menu. 

It is also possible to see all changes made by a member of staff: 

1. From the staff’s details page, click on “Audit Trail”.   

2. By default, this shows the changes made to that member of staff – to see changes that they have 

made, click “Switch to changes made by this staff member”. 

SETTINGS 

General settings for the system, such as the default property category (residential or commercial), can be 

changed under the “Admin” menu item: 

1. Click on the top-level “Admin” menu 

2. Click on the “Settings” sub-menu 

3. You will be taken to a General Settings page.  To change property-related settings, click on the 

“Property Settings” side menu.  

PROPERTY REFERENCES 

Properties within the system are identified by a reference. By default, the system assigns these based on a 

number series and a standard prefix per property category (that is, one for residential sales properties, one for 

residential lettings properties).   

If you would like to use a different prefix, or if you would like to manually assign references instead, please 

contact 10ninety. 

BACKING UP DATA 

Your system is automatically backed up each night. 

USEFUL TIPS 

RECENT ACTIVITY 

From any page in the system, if you click the “My Activity” link at the top of the page, it will provide a list of the 

properties, contacts and lettings that you have recently viewed in the system.  Clicking on any of the links will 

take you directly to that property or contact. 

QUICK SEARCH 
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The search box in the top right-hand corner of every page allows you to perform a quick search for any 

property or contact in the system. 

MY DIARY TODAY 

Clicking on the “My Diary” link at the top of any page displays a view of your diary for today.  Click on an entry 

to view more details. 

HELP 

The “Help” link at the top of each page provides a help guide for that page or area of the system, as well as an 

index of all help pages. 

 


