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This guide is the sixth in a series of guides to help you set up and run budgeted accounts for your
developments. The guides in this series are:

Setting up your System for Budgeted Developments

Setting up a Budget on your Development

Billing Budget Invoices to your Clients

Posting the Actual Invoices that will be compared against your Budget
Creating Ad Hoc Invoices not linked to a Budget

6. The Budget Reconciliation Process

A

Once you have created your budget, sent out your budgeted invoices (based on whatever charge date
code you selected) and processed your actual charges, when it comes to the end of the budget period
you will be ready to run your budget reconciliation.

This will allow CPL to compare what you charged out to your clients on the budgeted invoices based
on the budget you created, and what the actual charges posted against the development during the
budget period were. These amounts may be exactly the same which would mean that your clients have
already paid in advance for exactly what they owe. Altematively, if your actual charges were more than
your budgeted charges then there will be a deficit which your clients will be due to pay or if your actual
charges were less than your budgeted charges then your clients will have paid a surplus and will be due
a refund.

The Budget Reconciliation process will calculate this and allow you to send budget reconciliation
statements out to your clients to inform them at the end of your budget period.

This diagram represents the end to end process for setting up and running budgeted accounts in CPL.
This guide will concentrate on the two red segments of running the budget reconciliation at the end of
the budget period and sending this out to your clients.
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Post Actual
Budget Charges to Client
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This guide presumes you have already created your development in CPL and selected Budgeted in
the Accounting Basis field on the Master tab.

Proposed Waorks Financial Client Charge Summaries Budgets Charge Installments Addresses Estimates Development News Sinking Fund Nominals Contingency Funds Nominal Codes

Development Details

Blocks  Propeties  Apportionments  Diarised Charges  Jobs Insurance  Documents ~ Checklist  Keys Approved Contractors ~ Contacts ~ Wamanties/Maintenance Inspections ~ Memo  Invoices |

Development Number Accounting Basis |Budgeted || inspection Frequency |Haff-Yearly ~
Development Name ~|Poplar Place HandoverDate | 04022018 |~ Last Ivoice | _/_/___

It also assumes you have already selected an appropriate Charge Date Code for charging out the
elements of your budget to your clients.

In addition, it assumes you have appropriate Budget Headings set up and that you have used these
when you were creating the budget for your development.

You must have already set up a budget for your development and run all budget invoices covering the
appropriate budget period to send out to your clients.

You must also have posted transactions with relevant actual charges from contractors for this period,
against your development using the correct budget headings.

Please consult the following training guides on the CPL Knowledge Base for further information on
these pre-requisite processes:

Budget Guide 1: Setting up your System for Budgeted Developments

Budget Guide 2: Setting up a Budget on your Development

Budget Guide 3: Billing Budget Invoices to your Clients

Budget Guide 4: Posting the Actual Invoices that will be compared against your Budget

As mentioned above, prior to running the budget reconciliation you will have processed Owners
Charges on the Process Owners Charges for Budgeted tab in the Client Global screen and sent
the resulting budget invoice(s) out to your clients. You will have done this based on whatever Charge
Date Code you selected for the development in question. For example, if you have set up a budget for
a year and you chose a yearly charge date code then you will have done this once at the start of the
year; if you have set up a budget for a year and you chose a quarterly charge date code then you will
have done this four times throughout the budget year. You can also still set up a budget for a particular
period, for example a year, and have chosen a monthly or quarterly charge date code, and processed
all periods in one go at the start of the year, rather doing your budget biling every month or every
quarter.

The record of these invoices will be sitting in the Transaction Activity tabs for each client in your
development.

In the example below, the charge date code has dictated that this is run once.
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Activity Diarised Charges Web Portal Tracking Invoice Preview
Account Addresses Activity | ! Float Transactions Charge Transaction Credit Control Memos Letters Documents Allocations Maps/Directions Estimated Charges Court Ledgers
Transaction Activity Information

T;alnsacllun Batch/DBM Description Invoice %:2 Dr Cr Balance ﬁ‘::ﬂm ADI Sent Show

30/11/2020 | 9746/243344 | Budgeted Invoice for 3 120 - 30/ 626820
27/10/2020 10028/243792  Emergency Door Lock Replacement 627314 4150 369.75 w0 [ (|

You must ensure that you have billed out your budget (processed owner charges) up to the last date
for which the budget period runs before attempting to run your budget reconciliation.

You should also ensure that all actual expenditure invoices have been posted correctly, released in the
hold file and processed to be sitting as charges in the clients’ accounts.

If any of these charges were not part of what has been budgeted for then you will have had the option
to bill for these on an amended account basis to your clients to charge them for these one-off charges
as and when these occur. You may, for example, wish to do this for unexpected charges which were
not part of your budget, rather than wait until you run the budget reconciliation at the end of the budget
period. The budget reconciliation will process everything sitting in the clients’ charge files within the
dates of the budget period.

Activity Diarised Charges Web Portal Tracking Inveice Preview
Account Addresses Activity Transaction Activity Float Transactions Charge Transaction i Cradit Control Memos Letters Documents Allocations Maps/ Directions Estimated Charges Court Ledg,
Charge Transaction Information

A

Trans Date Batch/DBN Description PL Account Amourt Invaice Excluded DType D

o

27/10/2020 126/28328253 | Replacement of frort door lock HandyMan 101 L
21/10/2020 §757/28326222  three yearly painting of staircase Painting by Nums 40.00 | O
16/09/2020 §753/28326210  Gutter Cleaning HandyMan 101 2000 O O
24/08/2020 §812/28326428  Stairwell bulbs HandyMan 101 1225 | O
24/08/2020 9808/28326416  Annual stairwell cleaning charges Cleaning Co. Alpha 1 140.00 O O
24/08/2020  9806/28326407  Door Ertry System Electrician 101 70.00 [ |
24/08/2020 5804/28326398  Annual window cleaning charges HandyMan 101 175.00 O O
24/08/2020  9802/28326392  Painting staircases for all blocks Painting by Nums 105.00 [ |
24/08/2020 5800/28326389  Maintenance of Pumping Station Plumbing Company 108 525.00 O O
24/08/2020  9798/28326378  Intemal Maintenance - annual bill HandyMan 101 100.00 [ |

Haven taken note of the charge date code used by an individual development, you can close the
development’s amend screen and click to open the main Clients tab in CPL.

File  Systern Documents PReports Tools  Stats Help

Development ;Clierrt5; Purchase Ledger Jobs Mairtenance  Insurance

Click to select the Global icon from the blue action bar towards the bottom of the screen.

@ Sale Zr Amend T.-' Client MCM“ Control
. | Notices Summary '

Payments j Pa‘::s::
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This will open the Client Global Actions window.

From the available tabs click to select the Process Owners Charges for Budgeted tab.

‘2 Client Reports -

Il Save | %j Close

Credit Control Status Batch Update Diarised Charge Adjustments Direct Debits/Standing Orders Disable Exited Client Emails
GDPR Delete Expired Client Details Generate Estimated Changes Invoice Dates Update Late Payment Fees Management Fees Outstanding Balance DD Payments
Portfolio Export Process Contingencies Process Foat Repayments Process Green Fees Process Owners Charges for Actual

| Process Owners Charges for Budgeted I Reverse Batches Sales Send Introductory Letters Update EAE

i Advanced Charges | Allocation Transfer ~ Amended Account — Auto Allocations  Charge Outstanding Float  Client Cheques And BACS Export  Client Payment Allocations

Please note that this tab may be located in a different position in your Client Global Actions window.

This will open the Process Budget Owners Charges screen.

) Save | =i Close | . Client Reports ~

Credit Control Status Batch Update Diarised Charge Adjustments Direct Debits/Standing Orders Dizable Exited Client Emails
GDPR Delete Expired Cliert Details Generate Estimated Charges Invoice Dates Update Late Payment Fees Management Fees Qutstanding Balance DD Payments
Portfolio Export Process Contingencies Process Foat Repayments Process Green Fees Process Owners Charges for Actual
Advanced Charges  Allocation Transfer  Amended Accourt  Auto Allocations  Charge Cutstanding Float  Client Cheques And BACS Expot  Client Payment Allocations
Frocess Owners Charges for Budgeted Reverse Batches Sales Send Introductory Letters Update EAE

Process Budget Owners Charges

{® Owner Charges () Budget Recon PDF will be attached to Emails.

Charge Date Code |Quarterly Based On Calendar Year - | Run charges to date |01 October 2018 -

Property Manager | —SELECT- w

(") Range of Developments () Al Developments
From Development 0004 Dev 0004

To Development | 0004 Dev 0004

Office |-SELECT- v

N

Print/Email Report

_ % W

I Print Email

Process Budget Charges 191 0

Progress

0%

With this tab open, you can select the correct information from the available fields to enable the system
to run the budget reconciliation.

This screen is used both to process owners charges (bill your budget invoices) and also to run your
budget reconciliation process at the end of the budget period. You must therefore make the correct
selection from the two radio buttons at the top of the screen.
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Make sure Budget Recon is selected.

Process Budget Owners Charges

() Owner Charges| (@ Budget Recon

In order to help you run your budget reconciliation process for the correct development(s), select the
correct date from the Reconcile budget ending field on the right of the screen.

You must choose the correct end date for your budget to correspond to the date you selected when
originally setting up your budget. This will ensure that all charges are selected correctly and that you
are reconciling the correct budget.

Reconcile budget ending |EI| January 2021 |:|v|

You can use the additional fields to help you filter towards the developments you would like to run your
budget reconciliation for.

For example, you may wish to use the Property Manager field to select an individual property manager
or the Office filter to select developments listed against one particular office.

Process Budget Owners Charges

(") Owner Charges (® Budget Recon

Property Manager |I'{-’-'-. Karen Ann e

(") Range of Developments (@) Al Developments

From Development | 0037 Hazelwood Gardens

To Development | 0037 Hazelwood Gardens

Office  |Glasgow e

This would allow you only to process the budget reconciliation for developments listed against a
particular office and for an individual property manager.

You can filter the data further by using the set of radio buttons beneath the Property Manager field
which allow you to select from a Range of Developments.
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If you choose this option then you can use the From Development and To Development fields to
enable you to be specific about which developments you would like to run it for.

| ® Range of Develupmerrtsl () Al Developments
From Developmert | 0037 Hazelwood Gardens - |

To Development |ﬂ'|]'3? Hazelwood Gardens w |

This allows you to split any budget reconciliations you are processing into smaller segments if you
manage a large portfolio of clients and developments.

Once you have checked that all the selections you have made are correct, click on the Budget
Reconciliation icon towards the lower right-hand comer of the screen.

()
Budget Reconciliation

As long as you have budgets set up for developments covering the period you are choosing to run your

reconciliation up to, the system will now process your budget reconciliation and you will be able to send
this out to your clients.

Depending on how many clients and charges the system has to process, this may take some time. A
progress bar will be present at the bottom of the screen.

Progress

00370041 Walter Fleming 50%

Once the process has completed you will see a Complete notification message.

| Complete,
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Clicking on the OK button will dismiss this pop-up message and you will notice that the system has
now entered a number into the Batch No field.

Process Budget Owners Charges

() OwnerCharges @ Budget Recon PDF will be attached to Emails.

Property Manager [KA Karen Ann v Recencile budget ending |01 January 2021 EM

(O) Range of Developments (@ All Developments
From Development 0027 Hazelwood Gardens

To Development 0037 Hazelwood Gardens

Office |Glasgow R
[Batchnio [s838 |
Print /Email Report

o u

e Print Email
Budget Reconciliation o 45
Progress
00370011:Hany Melvills 100%

Make a note of this batch number as you may need this at the next stage for printing/ emailing your
budget reconciliation invoices.

The system has now reconciled everything in your budget against the actual charges made against
those budget headings and produced a budget reconciliation invoice or statement.

You will now be able to see the Budget Reconciliation listed on the Transaction Activity tab in your
clients’ accounts.

Activity Diarised Charges ‘Web Portal Tracking Invoice Preview

Account Addresses Activity Transaction Activity Float Transactions Charge Transaction Credit Control Memos Letters Documents Allocations Maps/Directions Estimated Charges Court Ledgers
Transaction Activity Information

ensacln paich/DBN  Descrption Invoice %‘;z or o Baarce AN a0 Sem Show
20/11/2020 9746/243344  Budlgeted Invaice for 31/08/2020 - 20/08/2021 626820 43240 90050 000 [
27/10/2020| 10029/243757  Budget Reconcilition sz | [ zsass| | amw| o] W | W | = |
27/10/2020 0/243793 Payment Received - Bacs Direct Payment 450 2825 0M0 [
27/10/2020 [10028/243792  Emergency Door Lock Replacemert 627314 4150 xs 000 [0 | O

Having made a note of your batch number, you can now open the Print menu to print out your budget
reconciliation invoices for your clients who are due to receive paper copies.

Click on the Print icon in the lower right-hand corner of the screen.
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Print/Email Report

R u

|.__ﬁ =
Prirt Emiail
70 46

This will open the Print Owners Charges — Client Budget Reconciliation window.

——

2 ndbe @R ZAAME |00 x| BOe s
[ ]

You can use the highlighted arrows section to move between each client's budget reconciliation invoice
for your clients.

In this budget reconciliation invoice example below you will see that it is divided into 3 columns. The
first is the Budget; the second is the Actual charges processed against these headings and the third
is whether there has been a surplus paid in the budget invoice or whether there is a deficit now due to

be paid.
Peter Swan [ ReferenceNa | [oo4s0011 |
44 Edzel Avenue . :
Newton Mearns | Bank | | Factoring Services |
Glasgow
el [ BanksortCode | [s3z308 |
[ BankAccountNo | [ooz42sss |
Property: 44 Edzel Avenue, Newton Mearns, Glasgow, G77 Development: Edzel Grangs
445
Budget Actual Surplus / Dehicit
Electrical Supply 137.50 137.50 0.00
Float Due 0.00 250.00 250.00
Landscaping 199.98 200.00 0.02
Lift Maintenance 137.50 137.50 0.00
Maintenance Fund 275.00 375.00 100.00
Window Cleaning 949.95 100.00 0.01
849 97 200.00 350.03

In this example, there is a surplus to be paid. This surplus is due to a float outstanding and some
differing amounts in the actual charges against the projected budget. This could be miscalculation when
the original budget was created, or simply an emergency repair required where an amended account
wasn't run and the clients are due to pay this now that they are receiving their budget reconciliation
invoice.
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Lift Maintenance 137.50 137.50 0.00
Maintenance Fund 275.00 =] 100.00 I

These amounts reflect that the standard maintenance fund budget was correct but an emergency roof
repair was made during the year.

The example above is the standard vanilla template for the buaget reconciliation. However, custom
designed templates are available. If you do not already have an individually designed custom template

for your budget invoices available to you then please speak to GPL Support if this is something you
would be interested in.

If you are running off several batches at the one time you can use the buttons at the top of the Print
Invoices / Owners Charges screen to skip between batches.

Accept Invoice Prints

You can also use the Accept Invoice Prints button to accept each batch of invoices.

Accept Invoice Prints

When you are satisfied with each page in the preview of your batch, and you wish to print your invoices
immediately then click on the Print icon at the top of the page to send these to your printer.

If you wish to print these at a later time, you can return to this tab and repeat the process of clicking
on the Print button and selecting an individual batch of invoices to print.

Accept Invoice Prints Prewv Next Currently Displaying part 1 of 1

ghra@oEEeherEaqm (DB v D06 s &

Close the preview window by clicking on the cross in the top right-hand comer when you have finished.
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The system will also email those clients who have opted to receive paperless invoices. They will receive
the invoice as a pdf attachment to their email.

You can email these at the time you have processed them or choose to return and do this later.

To return to email these, make sure you have selected the Process Budget Owners Charges tab on
the main Client Global Actions screen.

Click to select Budget Recon at the top of the screen.

Process Budget Owners Charges

(") Owner Charges| @ Budget Recon

Click on the Email icon in the lower right-hand corner of the screen.

Prirt /Email Repart

= =
Prirt Email
188 3

Clicking the icon opens up the Email Invoice Prelist screen.
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| Account Mo Cliert Name Email Address Invoice Mo
0001075 Client 0001075 client0001075@... 626542
00470091 Philipa Aktar paktar@fakemail.... 626810
00470021 Daisy MclLean dmclean@fakem... 626813
00470011 Poppy Mecintosh pmcintosh@fake... 626817
00470091 Philipa Alktar paktar@fakemail.... 626828
00470021 Daisy McLean dmclean@fakem... 626831
00470011 Poppy Melntosh pmcirtosh@fake... 626835
00370031 David Gibson david gibson@fa... 626877
00370041 Walter Fleming karen-ann.mcswi... 626878
00370011 Hamy Melville hmelville@fakem... 626880
03080031 Client 30280031 fakeemail@cplzo... 626575
09083011 Client 03083011 fakeemai @cplso... 626976
03082021 Client 03082021 fakeemail@cplso... 626573
09083091 Client 09083091 fakeemail@cplso... 626980

|:® Cancel

This screen will display a list of all clients who are due to receive their budget reconciliation invoice by
email. It will also display other clients whose invoices have been processed but not yet emailed.

You can inspect each individual invoice by double-clicking a client from the list to open up their invoice.

File Edit View Sign Window Help

Client_Invoice_626... X @ l Sign In

Home  Tools

BB Q ®O 11| M MO - { PT|I B L &P G X 3
Development: Poplar Place Block: Flat 2, 9 Poplar Avenue, Newton Mearns, A
Glasgow E;‘
» <
Period From: 31/08/2020 Period To: 30/08/2021 ‘D
Date Description Budget For Period Share Budget Amount 2
30/11/2020 External Maintenance 200.00 10.00% 20.00
30/11/2020 Factoring Fee at 15% 81.00 10.00% 8.10 O
30/11/2020 Internal Maintenance 300.00 10.00% 30.00 =
()
30/11/2020 Landscaping 200.00 10.00% 20.00
30/11/2020 Staircase Painting 300.00 10.00% 30.00 e
28/02/2021 External Maintenance 200.00 10.00% 20.00

You can untick clients if you wish to email these individually or you can make sure all clients are ticked
and click the OK button at the bottom of the window to send emails to all ticked clients.
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@ MName Path Extension Size

Total Size : 0 Mb T

You can browse for these if you wish to add any by clicking on the Add button. If you have done this
already, or you wish to send the invoice by email without adding any additional attachments then click
on the OK button on this screen to proceed.

You will then see a Send Email Confirmation pop-up window appear.

o Are you sure you wish to send out email invoices

Clicking on Yes will send out your email invoices.

A progress bar will be displayed as the system processes these emails.
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Sending Email

Sending ... 2/3 (67%)

| Show Details

When this has reached 100%, you will be presented with an Information pop-up window which will let
you know that your budget reconciliation invoice emails have been passed on by CPL to your email
client for transmission to your clients.

o 3 invoices have been sent via email.

Clicking on OK will dismiss this window and you will have completed the process of processing your
budget reconciliation and sending out your budgeted reconciliation invoices.
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This training guide forms part of CPL's Knowledge Base which is available for all CPL users at
https:/ / contact.cplsoftware.com/ portal/ home

The CPL Knowledge Base will be continually updated with additional guides and information. If you
have any questions or suggestions for further guides we'd be happy to hear from you. You can contact
CPL Support by emailing us at support@cplsoftware.com or through our portal at
https:/ / contact.cplsoftware.com/ portal/ home or calling us on 0345 646 0240 (option 1).

Copyright © 2020 CPL Software Ltd

All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or by any means, including
photocopying, recording, or other electronic or mechanical methods, without the prior written permission of the publisher, except in the case
of brief quotations embodied in critical reviews and certain other non-commercial uses permitted by copyright law.
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