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1. Getting Started with NEC Housing
1.1 Logging in to the NEC Housing System

To log in to the NEC Housing system, do the following:
1. Navigate to the NEC Housing site.
Tip:
If you do not know what the URL is for the NEC Housing Login page, please
contact your system administrator.

The NEC Housing Login page appears.

NEC

NEC Housing Login

2 Kletham

2. Enter your Username and Password.
Tip:
If you do not know what your username is, or have forgotten your password,
please contact your system administrator before proceeding further.

3. Click Login.
You are now logged in to the NEC Housing system.

Please note that the system will log you out after 8 hours, you will receive a
message similar to this to give you notice.
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1.2 System Preferences

The system preferences enable you to change some of the standard settings within
NEC Housing to suit your own needs.

For example, you can:
o Choose a different theme.

« Change the date format.
e Update your user profile information.

Note:

The availability of this page and some of the fields on it is determined by your user
credentials. If you do not have access to it, please contact your system
administrator for advice.

Setting Your System Preferences
To complete this task, perform the following steps:
1. Access the Housing menu.

2. Click the system menu icon in the top right-hand corner of your screen.
A menu appears.
3. Select Preferences.

| prieeces |

Preferences

Password

Log Off

The Preferences page appears.
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Prafarences

o | e | oo |

4, Set your preferences.
5. Click Save.
The main NEC Housing screen reappears.
Your system preferences have been set.
1.3 Navigation Pane

The Navigation pane is used within NEC Housing to access different areas of the
application.

When the navigation pane is collapsed, by cIicking and only icons remain,
you can click on the icons to access the different product areas.

Instead of the navigation pane expanding to show sub-menu options, business areas
will appear in the form of cards on the product area landing page. Each card on a
touch screen device will act like a button that can be selected.
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2. About the NEC Housing System
2.1 Key Terms

Advanced Search Form

An advanced search form is usually accessed directly from the quick
Search area at the top of a summary page. These types of forms allow you
to find records using more sophisticated search criteria than that available in
the quick Search area.

Bubble Text

The text displayed by the system when you hold your mouse over an icon or
column heading to provide further information.

Bulk Actions Lists

A drop-down list of available actions. These are displayed in the table
heading with a region.

Selecting an action from one of these lists will open a form, a wizard, a new
page, a details page, or message box.

Business Area

A business area provides direct access to the functionality available within
the selected product area.

For example, the Estates product area enables you to access the Admin
Units, Households, Parties, Properties, Tenancies and Voids business
areas.

Details Page

A details page is used to collate additional information about the record
selected from a summary page. Pages of this type usually contain several
regions.

Field

A box used to enter a single item of data such as a person's title or
surname.

Form

A pop-up window accessed from a region used to gather new data or update
existing data.

Form Banner

This displays the form name and provides access to the online help for that
form and information about the region itself.

Form Menu

This runs across the bottom of the form. Through a series of buttons, it
provides a means of saving or cancelling the record you are working on.
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Link

An active element of the user interface (usually text) which when clicked
takes you to another part of the system.

Page

A page is the area of your screen within a business area that is used to
display information and access data entry forms.

Product Area

A product area provides high level access to the business areas available
from a system area.

For example, Estates, Rents, and Allocations are all product areas available
from the Housing system area.

Quick Search

An area displayed at the top of each summary page that enables you to
enter a limited amount of search criteria relevant to the business you are
using. It can also provide access to the advanced search form for that area.

Record

A set of related fields for example, the full name or address of a person.
These are often displayed in rows within a region.

Region
A defined area on a page used to display existing records.
Region Banner

This displays the region name and provides access to any actions available
from that region, the online help for that region and information about the
region itself.

Row Action Lists

A drop-down list of available actions. These are displayed at the end of

individual record rows in a region by clicking = icon. Selecting an action
from one of these lists will open a form, a new screen, a details page, or
message box.

Summary Page

The summary page is the first page that appears when you select a
business area. It enables you to find the data you are interested in and in
some instances, provides the facility to create new records.

System Area

For ease of use, the system is divided into several different areas, namely
Housing, System Setup, Task Manager, and GPI.

www.eastdunbarton.gov.ulk
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System Message

A pop-up message advising you of something important, such as missing
data, a system error or to alert you to a particular piece of information that
you need to be mindful of regarding the currently selected record.

System Setup Page

These pages can only be accessed from the System Setup menu. They
usually contain several regions from which you can set up and maintain the
system reference data.

Wizard
A collection of forms used to gather data in a systematic way.

Unlike the pop-up forms accessed from regions, you progress through
wizard forms in a sequential order by clicking Next at the bottom of the
wizard.
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2.2 System Icons:

Icon Description

Click the Main Row Action icon to view a list of different areas within
B8 the system. (THE BURGER)

- Click the More Chevron icon to access the business and functional

areas of the application.

Click the Row Action icon to access a list of values from which you can
select an action to perform.

create = | Click the Create icon to open the form or wizard used to create a
record.

Click the Open icon to view the contents of a region or form.

Click the Close icon to hide the contents of a region or form.

Click the Next Page icon to view the next set of records in a summary
> page region.

Click the Previous Page icon to view the previous set of records in a
< summary page region.

Click the Expand/Collapse icon to display additional information
¥ relating to the corresponding record or to hide this additional
information.

Click the Start of Page icon to allow the system to automatically scroll
up to the start of the summary or details page you are currently on.

Click the Select this record icon to select the record in the
corresponding row to display associated child regions.

Click the Advanced Search icon to access an advanced search from a
summary page.

Click the Last Query icon to resubmit the last query performed.

Click the Help icon to open the online help topic relating to the page,
region or form you are using. The help button appears in the top banner
or footer.

Click the Help About icon to view further information about the region or
form you are currently in.

@ ®n o

10
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Click the Cancel icon to close the region, form or screen you are in
without saving your changes.

Click the Mobile icon to indicate that you are using a mobile device. The
screen will adapt so that it is fully optimised when in this mode.

Click the Desktop icon to indicate that you are using a desktop. The
screen will adapt so that it is fully optimised when in this mode.

Click the Cards View icon to change the way in which the search
results are displayed.

This icon is only available in the MyPortal 360View page.

Click the Report View icon to change the way in which the search
results are displayed.

This icon is only available in the MyPortal 360View page.

Click the More icon at the top of a details page to display more links that
you can use to navigate to different regions.

Click the Calendar icon to select the date you want from the pop-up
calendar that appears. Alternatively enter the date using your
keyboard.

Click the Open Search Page icon to open a secondary form where
you can enter your search criteria.

Click the Select List icon to select the item you want from the pop-up
list that appears.

Click the System Menu icon to a view drop down list from which you
can perform the following actions:

Preferences - The Display Preferences page will open, and you
can set your user preferences for the system.

Help - The online help homepage will open where you can search
for further information.

Password - The Change Password form will open, and you can
change your password for the system.

Log Off - You will be logged off the system.

XLS

Click the Excel icon to export the records held within the region to your
computer as an Excel document.

Click the Add Row icon to add a new row to a form in a wizard.

11
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Click the Remove this row icon to remove a row from a form in a
wizard.

This icon denotes a mandatory field where information must be entered
before a task can be completed.

Click the Reset icon to reset your selections back to the default
settings.

Click the Move icon to move your selection to another area.

Click the Move All icon to move all your selections to another area.

Click the Remove icon to remove your selection.

Click the Remove All icon to remove all your selections.

Click the Top icon to move your selection to the top of the list.

There are five types of errors:

www.eastdunbarton.gov.ulk

Type of Error What this means

E_Eror & Action needed to be taken to continue
process

| — Information 4 For information

Q — Question Likely to be a mandatory field

V — Validation For information

W — Warning A Action needed to be taken to continue
process

12
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2.3 Security

Access to business areas, pages, regions, forms, and actions is controlled by job
role security.

It is therefore possible that some of functions you'll see in this manual may not be
available to you in your role within your organisation.

13
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3. Access and View Data
The NEC Housing system interface has several key areas namely:

Navigation Pane
Appears on the left-hand side of the screen and can be hidden or displayed
using the Expand / Collapse Navigation E icon at the top of the screen.
Product Areas

Appear as a list in the 'Housing Navigation' pane on the left-hand side of the
screen. Each product area can be expanded or collapsed to display or hide
the relevant business areas

Business Areas

fil Rents

Appear below their respective product area @ e | by clicking into this
System Menu

Enables you to access the Preferences page, change your password, call
the online help, and log off the system. Rk

a NEC & B

3.1 Summary Pages

Summary pages are used to find and view existing records or to access processes
within a business area.

Every product area contains several business areas, each of which has a summary
page. For example, you will be able to access one or more the following summary
pages within Estates by clicking on the corresponding business area:

14
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e Admin Units

e Households

o Parties

e Properties

e Tenancies

« Voids

e Interested Parties
e Appointments

e Organisations

® ©

Note:

The list of available business areas is determined by your job role, and it is not
possible to view any records in a summary page region until a quick Search or
Advanced Search has been performed.

Summary Page Regions

Summary pages only contain one region. They are used to display the records that
meet your search criteria and provide access to the business processes available
from the area you are working in.

Each alternating row of records inside the region is shaded a different colour to help
with the visibility of the data.

By default, summary page regions are empty until you have performed a search.
This can be done by using either the quick Search area at the top of the summary
page or the Advanced Search which can be accessed using the link at the bottom
of the quick Search area.

Pecple

[m] = Person Ref Person Name Contact Address Date of Birth Age  Gender NI Number Notepad  Sur  Dup

When search results are displayed in the region you will be able to do one or more of
the following:

e View a summary of the records.

15
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« Create a new record.

e Update an existing record.

e Access a details page (going into a record).

e Use the Interactive Report (in Actions top right).
3.2 Access a Details Page

Access detail pages where you can view and maintain selected records.
You do this in one of two ways:

e To select multiple records, check the boxes corresponding to the records you

require then select the details page option from the Bulk Actions = list in the
table heading.

e To select a single record, select the details page option from the corresponding
Row Action list =.

@ 6302 _I 31 Whitehurst, Bearsden, Glasgow, G61 4PF 2%-Apr-2020 3 F

3.3 Records

Counting Records

If you are unsure how many records will be returned using the advanced search
criteria you have entered, you can check this by clicking Count.

|| == le= D=

A system message will appear containing the number of records that will be returned
using the existing search criteria.

16
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Z

¥ | Person Details

Person Ref Check Former Names
Sumame | BROWN Forename
Surname Prefix Initials
Tenancy Ref & Application Ref & Account Ref &
Date of Birth L=l Title | Do Gt . Gender | Please Select x v
R System Messages [@]
i HOU-00008 Query will return 61 records -info
Llanguage | Please 5¢ , =V
i HOU-00008 Query will return 61 records -info
Telephone Number
1-2
End Reason and B

Please S¢

CurrentPerson | Yes F'

Current Application | Yes

Known As Surname Current | No

Wildcards can be used when entering search criteria if you are unsure of the criteria
you want to enter.

= NEC Housing

Admin Unit Search c ® @
@ Housing ®
4+ My Business Flows
) Q e
% My Favourite ¥ Admin Unit Details
. Unit Codi WEEKLY%
& Allocations =
A d t N Create = ® @
{a} Estates
. v
fons v
Admin Units select Child
Admin
e \ddress  Ntp  Current
U No ¥ o
i No ¥ e
Current Admir Yes  No Al Audit Property No All
il No ¥ =
Key Data Yes Nc All Physical Admin No All

3.4 Create a New Record

Create new records by selecting the create action from the Create = list at the top

of the region when available.

People

Person Ref

17
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Info:

The ability to create new records will vary according to the summary page you are
on, and your job role security.

3.5 Maintain an Existing Record

You can maintain a record by selecting one of the available maintenance tasks from
the Row Action = list.

Tip:
The type and number of actions available from this list will vary according to the
summary page you are on and the record selected.

View a Brief Summary of the Records

The records that meet your search criteria are displayed as a report within the
region. Each row of the report contains brief details of one record.

You can use the Next ” and Previous < icons in the bottom right-hand corner of
the region to scroll through the results when the number of records returned by the
search exceeds the page limit specified by your system administrator.

In addition, you can obtain further information about an individual record by clicking
the Expand " icon at the end of the corresponding row to display hidden fields.

You can click the Actions icon at the top of the region then download and click Excel

icon QE to export the records to Microsoft Excel. There is a limit of 200,000
records that can be downloaded to your device.

18
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4. Searches
4.1 Finding Records (Quick Search)

The Quick Search appears above the region on each of the summary pages within
a product area, it enables you to select the type of data and enter the criteria you
want to use to find a record. It is used to populate summary page regions with the
records that meet your search criteria.

and Plsseselect v ==E

@ ®

No data found

When you first access the default summary page within any product area if you want
to view existing records you will need to retrieve them first. This is done by selecting
search filters and entering your search criteria in the Quick Search.

For example, if you wanted to find a person named 'John Smith', you would do the
following:

1. Click ["E Estates m.

The Estates menu expands.
2. Click Parties.
The Parties page appears.

£ Esta

People

No data found

Select Surname from the first ‘Please Select’ list in the Search area.
Enter SMITH in the second field.

6. Select Forename from the ‘Please Select’ list in the third field of the Search
area.

19
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7. Enter JOHN in the fourth and final field.

¥ Search aQ ¢

Surname x v SMITH and FEERETE % mmm
8. Click Search.

All people with the name ‘John Smith’ will be returned to the People region on
the Parties summary page.

m]
[}

Person Ref Person Name Contact Address Date of Birth Age Gender NI Number Notepad Sur Dup

6240 MR JOHN SMITH -Par(:luv" Avenue, Kirkintilloch, Glasgow, G&6 44Y _ 3 M _ N N

a
1]

4.2 Searching for Transactions on a Rent Account

1. Click ['E Rents .
The Rents menu expands.
2. Click Revenue Accounts.
The Revenue Accounts page appears.
3. Locate the Search area at the top of the Revenue Accounts summary page.

TenansSumame AR e Plse et . [sewit ] o [ ot |

Select Surname from the first ‘Please Select’ list in the Search area.
Enter the tenants surname and Search.

Select the account.

Click the ‘More’ dropdown at the top of the page

Select Transactions

All Business Flows Property Details Arrangements Disputes More '

© N o g &

A list of all transactions will be shown.

If the Quick Search doesn't provide you with enough filters, use the Advanced
Search where available.

4.3 Carrying Out an Advanced Search

If the options available from the 'quick’ Search drop-down lists do not meet your
needs, you can use the advanced search feature. Advanced searches give you the
ability to enter a wide range of search criteria to search the system and return only
those records that fulfil the criteria specified.

20
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The facility for advanced searches depends on the functional area you are working
in. When it isn't available, the Advanced Search <. icon will not be visible in the
quick Search area.

Advanced searches can contain several search areas depending on which functional
area they are accessed from. When you access an advanced search, the default
search area will be open displaying the search criteria available in that area.

c ® 0 ®
Oerson Details

Person Ref Check Former Names
Surname Forename

Surmame Prefix Initials

Tenancy Ref =8 Application Ref =8 Account Ref =8
Date of Birth (i Title  please Select x ¥ Gender Please Select x ¥
NI Number Alternative Ref
Language Please Select = Manital Status Please Select e
Telephone Number Contact Value
End Reason Please Select x ¥ End Date between = and =
Current Person Yes Na Al Current Tenancy Yes No All
Current Application Yes Ne All Exclude Duplicates Yes No
Known As Surname Current All No Known As Forename Current All No
@ddress Details
»  Other Fields
srriirs | s | s | o | o

You can then use the Close icon ~ and Open icon > to close and open any
additional areas that you want to enter further search criteria in. All search areas
contain specific search criteria relating to the functional area you are in. You can use
the criteria to restrict the number of records returned by the search results.

When you submit a search from an advanced search form, the system returns you to
the summary page you accessed it from. The summary page will display any results
that meet your search criteria in the region of that summary page.

If no records meet your criteria, you will see the message 'No data found' instead.

21



sustainable thriving achieving

‘9 East Dunbartonshire Council

www.eastdunbarton.gov.ulk

Example:

1. Click Estates.
The Estates product area appears.
2. Click Properties.
The Properties business area summary page appears.

3. Click the Advanced Search ©. icon in the Search area at the top of the
screen.

The Property Search form appears.
. Enter your search criteria in the Property Search form.
5. Click Search.
The form closes and you are returned to the summary page.

The records that meet your search criteria are displayed in the Properties region.

4.4 Search Results

When you run either a quick search or an advanced search, the results are displayed
in the region from which the search was called.

There is no restriction on the number of records that can be returned to the region. If

many records are returned, use the Next ? icon to scroll to the next page of
results.

4.5 Saving Your Search Criteria

If you often enter the same criteria when searching for records, you can click the
Save and Search button at the bottom of the form. This will open the Save Search
form where you can save the criteria, allowing you to access it again at a later date.

Save Search @ O ®
Description Search Name
Type " Display Sequence

Publish Edit Allowed

If you have created a saved search or there are saved searches that have been
published by other users, the Saved Search % icon will be displayed in two places:

e In the quick Search area on the summary page.
o At the top of the advanced search.

22
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When clicked, the saved searches will appear in a list or grid format (depending on

the type of saved search) and you will be able to select the one that suits your
needs.

When selected, the search criteria will be imported into the advanced search form
and populate the relevant fields. From here you will be able to execute the search
and/or amend the search criteria. If you amended the criteria, you will also be able to
save it under a new name.

Example:

Access the Admin Unit Search form.
Enter your search criteria in the Admin Unit Search form.
3. Click Save and Search.
The Save Search form appears.
. Enter the relevant data in the form.
5. Click Save.
The form closes and you are returned to the Admin Units summary page.

Your search has been saved and you can now click Search to find the records you
are looking for.

You can access this saved search later, either by:

e Returning to the Admin Units summary page and clicking the Saved Search
%, icon in the quick Search area or

e Accessing the Admin Units Search form and clicking the Saved Search &
icon at the top of the form.

4.6 Clearing Search Criteria

If you have entered search criteria and decide to change it, you can do so by clicking
New Query. This will remove all existing criteria in the advanced search, and you
can then enter alternative criteria.

Admin Unit Search c ® @ ®

Q)Admin Unit Details
»  Address Details
» Elements

» Other Fields

23
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4.7 Inexact Search Criteria

You can use wildcards in your search criteria where the exact criteria are unknown.

Using the Percent (%) Sign
The percent sign represents any number of characters. For example:

STEVEN% Could retrieve STEVEN or STEVENS or STEVENSON or
STEVENTON.

STE%EN Could retrieve STEVEN or STEPHEN or STEFFEN

%MOUTH Could retrieve EXMOUTH or PORTSMOUTH or SIDMOUTH

Using the Underscore () Sign
The underscore sign represents a single character. For example:

2_ Could retrieve 20 - 29 and 2a, 2b
3 Could retrieve 300 - 399 and 30a, 30b
ME Could retrieve MERR or MEAR or MEIR

24
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5. Using the NEC Housing System
5.1 Using the Actions

The Action lists provide access to the various tasks you can carry out from a region.
The actions available from these are determined by several factors such as the
status of the selected record, other system restraints, or your job role.

There are three types of commonly used actions:

Create Actions

Create actions are commonly used to create a new record, such as a new party,
tenancy, or property.

These actions are displayed in a drop-down list when you click the Create = list at
the top of a region.

{2 Estates

People Create = @ @

No data found

Facilities:

Admin Units

Display Matched Pecple

Tenancies

Click the action to open the form you need to create the new record.

Row Actions

Row actions are used to access the forms you need to maintain existing records.
Some of the commonly used row actions will enable you to update or delete a
record. However, row actions can, among other things, also be used to access a
details page and run context reports.
To a use a row action:
1. Find and retrieve at least one record.
Once data is displayed in a region the row actions will be available.
2. Click the Row Action = list in the second column of the region.
The list of available actions appears.

O
)

People . @ @

Go

P Date of
i Person Name Contact Address iy Age Gender NINumber Notepad Sur Dup

Person Details

3. Select the action that opens the form you need to maintain the corresponding
record.

25
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Note:
The actions available only apply to the record in the corresponding row which,
in this example, would be the Rents Central (RCEN) admin unit.

Bulk Actions

Bulk actions enable you to manage multiple records simultaneously. They are
commonly used to gather records from a summary page and take them through to a
details page.

To do this:

1. Find and retrieve two or more records.
Once data is displayed in a region the bulk actions will be available.

2. Check the selection boxes in the first column of the region that correspond to
the records you want.

3. Click the Bulk Actions list
available actions.

4. Select the action you want to apply to the records that have their corresponding
boxes checked.

People

at the top of the second column to display the

Q~ Go

_ P te of
= e Person Name Contact Address Date of Age Gender NiNumber Notepad Sur Dup
v
4 Burns Court, Kirkintilloc Al - ~
Glasgow, G66 2NR
Tenancies -

Note:

The actions available may differ to those available from the Row Action
list. This is because some actions cannot be applied to multiple records
simultaneously.

5.2 Detail Pages

Detail pages are used to collate and display the information that is held on the
system relating to the selected record.

Accessing a Details Page

You can access a details page from regions or summary pages elsewhere in the
system using the links available in the following:
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Row Action List

Where there is more than one details page available from a region, select

the details page required from the Row Action list = corresponding to the
record you want to view the details for.

That details page will then open with the record you selected in context.
Click Contact Details at the top of the page to view the following:

+ Contact Details ~ @Current OAll G = B @

Qv o | | Acionsv

Contact Method Value Start Date End Date Contact Name Precedence

L4
i

HOMETEL 01419584677 16-May-2023

Bulk Actions List

You can, if you wish, simultaneously select several records to review in a
details page. You do this by checking the boxes that correspond to the
records you require.

When you have selected all the records you want, click the Bulk Actions
list and select a details page from the list.

That details page will then open with the first record in context.

+ Contact Details ~ @Current OAll Geate = @ ©

Q~ Go Actions v

® Contact Method Value Start Date End Date Contact Name Precedence
HOMETEL - 16-May-2023

»
[}

A Region Row

Where there is only one details page available from a region, click anywhere
in the row of the record you want the details for.

The details page will then open with the record you selected in context.

+ Contact Details ~ ®Current OAll G = B O

Contact Method - EadDai, Contact Name Precedence

/,\ =
L}
(1]
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Using a Details Page

NEC Housing v Q NEC @
Housing Page History - Parties
My Business Flows All Address Usages Contact Details More =
My Favourites v Person Details ® @®
& Allocations Person 6197 Name _
N s Reference Date of Birth
Estates
Age 26 Gender F
yPortal NI Number _ Language
End Date

fill Rents

(=) Planned Maintenance m

% Housing Advice

; Housing Initiatives

> Customer
T Support Services » Address Usages ®Current OAll a2 @ @

4] Private Leasing
Q- Go Actions ~

& Property Lifecycle

At the top of the details page, you will see the Page History, this is a breadcrumb
trail that displays links to the pages you used to navigate to the details page.

Page History - Parties
an Address Usages Contact Details More

¥ Person Details

e [

Person 6197
Reference Date of Birth
Age 26 Gender F
NI Number_ Language
End Date

Directly below this is the region menu. Each link in this menu represents a region
from which you can view and maintain the details relevant to the selected record

Once a region menu link has been clicked, it is highlighted with a yellow underline
and the screen refreshes to display the corresponding region.

Tip:
Click More » to expand the menu and display additional items.
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« |8 - o

re | Bttps://tihms19¢.eastdunbanton govuk/ords/houtest]_ax/f7p=3083214362016341036 INITIALISE RP32. AP

+ @B o olex

LB ° Type here to search

The region menu is locked at the top of the page so that when you scroll down the
details page, the region menu will be retained in view. This also includes the Actions
menu é icon. This ensures that you can quickly and easily navigate around the
details page no matter where you are on the page.

The portion of the screen below the region menu is called the Context Block. This
area displays basic information about the selected record. Click Expand to view any
additional information about the selected record.

Key information about the record may also be displayed in the Key Details area of
the Context Block. For example, it might be a requirement to display that a tenant is
deaf.

You can navigate through the Key Details area by using the Next and Previous
icons at the side of the Key Details area.

+ Rents Dataview ® @

e st 5051 J—

Property Address 24 Beechtree Terrace, Milton Of Campsie, Contact Address 24 Beechtree Terrace, Milton Of Campsie,
Glasgow, G66 8DA Glasgow, G66 8DA
Account Type  REN Start Date  03-Oct-2023
End Date Current Balance  0.00
Total Payable 100.85 Escalation Policy WK48R
Payment Method  CR Alt Ref
Total Balance of all 0,00
Accounts

Tip:
If you have sent more than one record to the details page from a summary page,

you can scroll through them using the Next and Previous buttons at the bottom of
the context block.
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Detail Page Regions

Details pages can contain several regions. The number of regions that appear on a
details page will differ according to the business process.

From these regions you can view existing or historical data and maintain individual
items associated with the record in context. Each alternating row of records inside
the region is shaded a different colour to help with the visibility of the data.

You can click the Excel icon DLE at the top of the region to export the records in the
region to Microsoft Excel. There is a limit of 200,000 records that can be downloaded
to your device.

When you first access a details page, an overview of the selected record is displayed
in the context block but there are no regions available. You can navigate to and open
the region you want using the links in the region menu above the context block e.g.
arrears actions.

Tip:

Click More + to expand the menu and display additional links.

Property Details

w Rents Dataview

Payment Reference

Property Address Rent :84.60 Common :0.00 Total :84.60

Account Type  REN

End Date Main Tenant NING ZR529146D

Escalation Policy MNTH4ER

Total Payable 8450
Payment Method DD Alt Ref

I3

Total Balance of all 2426837
Accounts

¥

» Arrears Actions ®All OLegal Actions Only

Ref No Code Deseription Log Date Log By Status. Status Date Actian Balance Level

40847 PCRD REPLACEMENT CARD ORDERED 4-1ul-2023 KMACLEOD AUTH OeJul-2023 2384532

Using the Options Pane

In addition to the links available from the menu at the top of a details page, there are
often additional options available in either the Actions or Links areas of the pop-up
Options pane.

By default, the Options pane is closed. The pane can be opened using the
Actions & icon at the top.
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Page History - Properties

Al Land Title Pro Assignment Property Landlord

v Property Details
pery ACTIONS

Assign Properties to Admin Unit

Property 132001214 Property 29 Nithsdale Crescent, Mave Property Between Admin
Reference Address Bearsden, Glasgow, G61 4HY Units
Property Type FBG Property Sub Unassign Properties from Admin
Type Unit
Residential Y Owned Indicator Y Update Property
Indicator Current OCCP Update Property Reference
P Stat
roperty Status LINKS
Status Date  24-Aug-2020 Notepad Entry N
Indicator =+ Property Charge Details

= Address Usages

Actions

The 'Actions’ area provides links to actions that can be performed for the record in
context.

ACTIONS

Bulk Authorise Adjustments
Terminate Sundry Account
Update Revenue Account
Review Accounts

F I P A A

Link Former Accounts to
Tenancy

Amalgamated Contact Details
Transfer Account Balance
Update Arrears Information
Maintain Account Escalation
Policy Assignments

Context Reports

Review GPI Job Output

>
>
>
N

o

LINKS

Direct Debit Instructions
Person Details

Tenancy Details

Revenue Account Payment
Arrangements Details

Example: How to use actions links
The following example shows how you can update person details:

Navigate to the Person Details page.
. Click Actions Eicon to open the Options pane at the side of the details page.
3. Select Update Person from the Actions list in the Options pane.
The Update Person form appears.
. Enter the relevant data in the form.
5. Click Save.
The form closes and you are returned to the Person details page.

Page History - Parties

* Person Details

Person 6197 Name i
Reference Date of Birth NN
Age 36 Gender F
NI Number [N Language
End Date
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Update Person ®@ ©® ®

NI Number

(o [ ]

Links

The 'Links' area provides links to other areas and can be defined by your
organisation.

Example: How to use links from links list
The following example shows how you can access another summary page:

1. Navigate to the Person Details page.
2. Click Actions & icon to open the Options pane at the side of the details page.
3. Select Households from the Links list in the options pane.

The Households summary page appears.
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6. Interactive Reports

When you perform a search, the records that meet your search criteria are displayed
in a region. Interactive reports enable you to customise the way those records are

displayed.

Note:
The visibility of the interactive report options is dependent on your assigned job
role.

You can create multiple variations of the report and save them as named reports,
output them to comma-delimited files, and print them to PDF documents.

You can do all this and more, using the interactive report options available from the
Actions list at the top of the region.

People

Go Actions v

Contact Address

6.1 Columns

Select Columns

The 'Select Columns' option enables you to choose which columns you want to
display or reorganise the order in which they are displayed.

Example: How to manipulate region columns
The following example shows how you can; remove the Age and Gender columns

from the People region and swap the order in which the Contact Address and
Person Name columns appear.

1. Click the Actions list.

2. Select Select Columns.
The Select Columns pop-up window appears displaying the list of available
columns.
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3. Highlight the names of the two columns that you don't want to display.

4. Click the Remove icon.

5.

Do Mot Display

b

&«

Display in Report

Feference
Person Ref
Contact Address
Date of Birth
Age

Zender

SIM

Motepad

Sur

Dup
Owverflow (Do not Re-Order)

-

1| (&[]

The columns you selected are moved from the Display in Report area to the

Do Not Display area.

Do Mot Display

Age

Zender

Display in Report

Feference

Person Ref

Contact Address

Date of Birth

SIM

Motepad

Sur

Dup

Overflow (Do not Re-Order)

PRI IEYEY

Highlight the Person Name column name.
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Do Not Display Display in Report

Age B B <div class="t-Form-inputCc ~  —
Gender <button type="button" id=" i
Person Ref
»
Contact Address
> Date of Birth
NI Number

Notepad
v

~

< sur
Dup
<« Overflow (Do not Re-Order

Cancel Apply

6. Click the Down arrow.
The Person Name column moves below the Contact Address column.

Do Not Display Display in Report
Age o B <div class="t-Form-inputC¢ «
Gender <button type="button" id="
Person Ref
‘ > Contact Address

~
> Date of Birth

NI Number

Notepad

< osur

Dup
<{  Overflow (Do not Re-Order db
. X

‘ Cancel m
7. Click Apply.

The pop-up window closes, and the region is refreshed to apply the changes you've
made.

—
- Person -
()] = Ref Contact Address Person Name Date of Birth NI Number Notepad Sur Dup
O = 6202 26 Kilsyth Road, Kirkintilloch, Glasgow, G66 _ . N N B 7
1KR
— 26 Kilsyth Road, Kirkintilloch, Glasgow, G66 2
0 = ew - e .

In this example, the Age and Gender columns have been removed and the Contact
Address column now appears before the Person Name column.

35



Z

Filter

The 'Filter' option enables you to filter the records displayed. This is particularly
useful when the search criteria used will return many results.

Example: How to filter records

The following example shows how you can filter the records by the contact address
you want to see.

Click the Actions list.
Select Filter '

1.
2.

Filter Type [® ~aiumn oW

Column Opearator
Refersnce v = *

Expression

The Filter pop-up window appears.

Select Column in the Filter Type field.

Select Contact Address in the Column field.

Select Contains in the Operator field.

Select the first line of the address in the Expression field.
Click Apply.

N o g s~ ow

The pop-up window closes, and the region is refreshed to apply the changes you've
made.
Format

Format contains the following submenus:

Sort

Use Sort to change the columns you want to sort on and determine whether to sort
them in ascending or descending order.

Example: How to sort columns
1. Click the Actions list.

2. Select Format%.
3. Select Sort% )
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Column Direction

- Select Column- ¥ | | Ascending
- Select Column- ¥ | | Ascending

- Select Column- ¥ | | Ascending

1
2
3
4 |-Select Column- ¥ | | Ascending
5 |- Select Column- ¥ | | Ascending
6

- Select Column- ¥ | | Ascending

Mull Sorting
Default

Default
Default
Default
Default

Default

Cancel

The Sort pop-up window appears.
Select Age in the Column field.

N oo g A

Click Apply.

Select Descending in the Direction field.
Select Null Always First in the Null Sorting field.

The pop-up window closes, and the region is refreshed to apply the changes you've

made.

Control Break

Use Control Break to create a break group on one or several columns. This pulls
the columns out of the interactive report and displays them as a master record.

Example: How to use Control Break
1. Click the Actions list.
2. Select Formaté%.
3. Select Control Break

37

www.eastdunbarton.gov.ule



Z

sustainable thriving achieving
East Dunbartonshire Council

6.

Column Status

1 |- Select Column- Enabled

- Select Column- Enabled

- Select Column- Enabled

2
3
4 | -Select Column- Enabled
5 |-Select Column- Enabled
i

- Select Column- Enabled

The Control Break pop-up window appears.
Select Age in the Column field.

Select Enabled in the Status field.

Click Apply.

The pop-up window closes, and the region is refreshed to apply the changes you've
made.

The Age column now appears as master records within the region.

Highlight

Use Highlight to define a filter that highlights the rows or cells that meet the filter
criteria.

Example: How to highlight data

1.
2.
3.

© © N o g &

10.

Click the Actions list.
Select Formaté%.
Select Highlight ™~ .

[
The Highlight pop-up window appears.
Enter People Over 50 in the Name field.
Select Row in the Highlight Type field.

Select [yellow] in the Back ST Color field.

Select Age in the Column field.
Select > in the Operator field.
Select 49 in the Expression field.
Click Apply.
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The pop-up window closes, and the region is refreshed to apply the changes you've

..... = @)
People = @
Qv Go Actions v
v Contact Address = ‘26 Kilsyth Road, Kirkintilloch, _
Glasgow, G66 KR
= - Person :
= Ref Contact Address Person Name Date of Birth NI Number Notepad Sur Dup
— 26 Kilsyth Road, Kirkintilloch, Glasgow, G6€ _ - . .
O = e N N
— 26 Kilsyth Road, Kirkintilloch, Glasgow, G66

Compute enables you to add computed columns to a report.

Example: How to add computed columns
1. Click the Actions list.

2. Select Formaté\%.
3. Select Compute.

- New Computation - v

Column Labe Format Mask

» Examples

Columns Keypad Functions / Operators

The Compute pop-up window appears.
Enter Pension Age in the Column Heading field.

5. Enter and/or select case when T > 64 then "Y' else 'N' end using the options
available from Columns, Keypad and Functions / Operators fields in the

Computation Expression field.
6. Click Apply.

The pop-up window closes, and the region is refreshed to display the new column as

the last column of the report.

Tip:

Use the 'Select Columns' option change the position of a computed column within a

report.
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Aggregate
Aggregate enables you to perform mathematical computations against a column.

Example: How to perform mathematical computations
1. Click the Actions list.
2. Select FormatQG.
3. Select Aggregate 2

- New Aggregation -

Sum v - Select Column -

e m

The Aggregate pop-up window appears.
. Select Average in the Function field.
5. Select Age in the Column field.

Aggregation

- New Aggregation - v
Function Column
Sum v Age v
. Cancel
6. Click Apply.

The pop-up window closes, and the region is refreshed to display the average age of
the people in the Age column at the bottom of the report.

Person
Ref

6202 26 -\ Isyth Road, Kirkintilloch, Glasgow, Gb6 _ - N N B e
1KR

- 26 Kilsyth Road, Kirkintilloch, Glasgow, G66 A
o -——N N

Contact Address Person Name Date of Birth NI Number MNotepad Sur Dup

Chart
Use Chart to display report data in the form of a chart.

Example: How to generate charts
1. Click the Actions list.
2. Select FormatQG.
3. Select Chartall .
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=

Bar

Label

- Select Column -

Value

- Select Column -

Function

- Select Function -

Sort
Default

The Chart pop-up
|__é__|
Select Pie Chart”. |2 in the Chart Type field.

&

Line with Area

©

Pie
Axis Title for Label

Axis Title for Value

Orientation

Vertical

5. Select Gender in the Label field.

6. Select Countin the Function field.

E 4

Bar Line with Area

Label

Gender ~
Value

- Select Column - ~
Function

Count v
Sort

Defauit v

7.
8. Click Apply

&
Pie
Auxis Title for Label

Axis Title for Value

Orientation

%

Line

Cancel [T

9.

Line

Cancel Apply

window appears.

The pop-up window closes, and the region is refreshed to display the generated pie

chart.
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Group By
Group By enables you to group the result set by one or more columns and perform
mathematical computations against columns
Example: How to group data together
1. Click the Actions list.
2. Select Format%.

[==]
3. Select Group By = .

1 - Select Group By Column - v
Add Group By Column

Functions Column Label Format Mask

Sum
4 -SelectFuncion- ~ - SelectColumn- ~ o

Add Function

o -
The Group By pop-up window appears.

4. Select Gender in the Group By Column field.

5. Select Average in the Functions field.

6. Select Age in the Column field.

7. Enter Average Age by Gender in the Label field.
8. Click Apply.

1 Average v Age v Average Age| = o

The pop-up window closes, and the region is refreshed to display the data that has
been grouped by your criteria.

Gender Average Age

Pivot

Pivot enables you to define a pivot report.

Note:

Pivot reports are used to reorganise and summarise the data of a more extensive
report. This data might include sums, averages, and other statistics, that the pivot
report groups together in a meaningful way.
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Example: How to generate pivot reports
1. Click the Actions list.
2. Select Format%.
3. Select Pivot/ 7 .

Pivot Columns

1 - Select Pivot Column -
Add Pivot Column

Row Columns
1 - Select Row Golumn -

Add Row Colu

Functions Column Label

1 -SelectFunction- v  -SelectColumn-

The Pivot pop-up window appears.

Select Count in the Functions field.
Select Notepad in the Column field.

© © N o g A

Select 5,234 in the Format Mask field.
10. Check the Sum field.
11. Click Apply.

=

Pivot Columns

1 Notepad
Add Pivot Columr
Row Columns
1 Gender
Add Row Column
Functions Column Label Format Mask
1 Count v - Select Column - No of Notepads 5,234

Add Function

C:

‘‘‘‘‘‘‘

Format Mask

Select Notepad in the Pivot Columns field.
Select Gender in the Row Columns field.

Sum

Cancei

Enter Number of Notepads in the Label field.

Sum

The pop-up window closes, and the region is refreshed to display the pivot report.

Save Report

This option enables you to save a customised report for future use, even after you

have logged out and back in again.
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Example: How to save a report

1. Click the Actions list.

Select Save Report H.

Enter a unique name for your report.
Enter a short description of your report.

P w DN

Name

26 Kilsyth Road

Description

Example Test Data

5. Click Apply.

The report is saved and can be selected from a drop-down list at the top of the
region.

Actions v
v Contact Address = ‘26 Kilsyth Road, Kirkintilloch,
= Isyth v
m Saved Report = “26 Kilsyth Road /] ﬂ Glasgow, G66 IKR'

P f
g Person Name Contact Address Gender ;":f' Age  NINumber Notepad Sur Dup
i o

; - 4 N N

Example: How to delete a saved report

You can delete a report that you have previously saved by clicking the 'X' against the
bookmarked entry at the top of the region and confirm the deletion when asked to do
So.

A e Contact Address = ‘26 Kilsyth Road, Kirkintilloch,
aved 6 ad” X v
m Saved Report = “26 Kilsyth Road ] [V R Y Glasgow, 666 1KR
— Person Date of
= o Person Name Contact Address Gender Age NiNumber Notepad Sur Dup
- . - 8 it B

Reset

The 'Reset’ option enables you to remove any changes you have made to the report
and restores it to its default settings.

Example: How to reset a report

In the following example a filter that was applied to show only males in the report will
be removed using the 'Reset’ option.

1. Click the Actions list.
44
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2. Select Reset (5.
The Reset pop-up window appears.

Festore report to the default settings.

3. Click Apply.

The report has been reset to the default settings.

Download
If you want to download a CSV, PDF or XLSX copy of the report, you can do so
using the 'Download' option.
Example: How to download a CSV report
1. Click the Actions list.

2. Select Download .
The Download pop-up window appears.
3. Click the CSV icon.

The report is immediately downloaded to your default download folder.

Choose report download format

‘ N ™ N ‘

Ccsv Excel PDF
Data Only ‘

| - |

Example: How to download a PDF report
1. Click the Actions list.

2. Select Download A
The Download pop-up window appears.
3. Click the PDF icon.
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The report is immediately downloaded to your default download folder.

‘ ™ N N

Choose report download format ‘

csv Excel PDF
Data Only ‘

| -~ - |

Example: How to download a XLSX report
1. Click the Actions list.

2. Select Download .ﬁ.
The Download pop-up window appears.
3. Click the XLSX icon.

The report is immediately downloaded to your default download folder.

Choose report download format ‘

B

X

csv Excel PDF

Data Only

| o [ |

7.Manual Rent Adjustments
7.1 Creating Manual Rent Adjustments

From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Revenue Accounts”

fi Rents

Revenue Accounts
Suspense Accounts
Account Postings
Batch Runs

Rent Models

Rent Review

2 Search for the account using the search or advanced search options

Pless sl "~ and Pese st B [ scoc | cear | coumt
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3 Select the account you want to add the adjustment to

(m]
1l

Click "More" at the top right and select "Transactions"

All Business Flows Property Details Arrangements Disputes

Esc Susp Amalgamated Notepad Transactions Account Charges Bank Account Instructions

www.eastdunbarton.gov.ule

4 Click "Create" on the right side of the page and then "Create Account
Adjustment”
5 Complete the "Create Account Adjustment” wizard ensuring to select one of

the manual adjustment types and input a debit or credit to add.
6 Click "Save"

7.2 Transferring/Updating a Manual Rent Adjustment
From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Revenue Accounts”

fi Rents

Revenue Accounts
Suspense Accounts
Account Postings
Batch Runs

Rent Models

Rent Review

2 Search for the account using the search or advanced search options
v search a e
press seect x and Plase select v [scarct | ctear | count |
3 Select the account you want to update the adjustment from
4 Click "More" and select "Transactions" I

All Business Flows Property Details Arrangements Disputes

Esc Susp Amalgamated Notepad Transactions Account Charges Bank Account Instructions

5 "Row Action" the transaction and select "Move Transaction" or "Update an
Adjustment”

[ @ 24 03-Sep-2024 09-Sep-2024 DRS - 92.38 - 931.42
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6 The "Update Adjustment” wizard only allows you to input a comment against
the adjustment. Once done click "Save"

7 The "Move Transaction" wizard asks for you to complete a target payment
reference and include an amount to transfer. Once complete click "Save"

Notes "You cannot transfer anything under Op or over £50.

You also cannot delete an adjustment if posted in error. "
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8 Account Postings

8.1 Creating Account Postings

Note: Best to have a report of all the payment methods, amounts and totals for this
before starting this process.

1.From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Account Postings”
i@ Rents

Revenue Accounts

Suspense Accounts

Account Postings

Batch Runs

Rent Models

2 Click "Create" and then "Create Cash Posting Batch"

Account Postings

No data found

3 "Complete the "™Posting Header™ wizard ensuring to complete the following:

e Batch Type - Should be "'General™

o Batch Reference - Create a reference for these payments

« Transaction Type - Select the relevant transaction type

e Transaction Sub Type - Select the relevant transaction sub type

« Payment Method - Can leave this blank

o Effective Date - The date the payment is due to go into the account, likely
todays date

e Control Number - The total number of accounts you are putting an adjustment
on

o Control Credit Total - If required the total amount of credit to be added to the
rent accounts

o Control Debit Total - If required the total amount of debit to be added to the
rent accounts"

Posting Header ® 6@ ®

* -
Batch Type Batch Reference
Authority Transaction Type
Transaction Sub Type Payment Method
Effective Date Suspense Admin Unit
*
Control Number Control Credit Tota

Contral Debit Tota

(==
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4 Click "Save"

5 "Row Action" the batch you have created and click "Create Cash Postings"

(m] ® Batch Reference Tran Type Tran Sub Type Status Admin Unit Post Indicator Created
0387 com - ¥ 12-Sep-2024

6 Complete the "Postings™ wizard ensuring to complete the following:

e« Seq - This is a number assigned to that payment, has to be unique to each
payment (is automatically populated when you click "™Add Row™")

« Payment Reference - Copy the payment reference of the accounts needing
the adjustment

e Credit - The amount due to each account

e Debit - The amount due to each account

o Payment Date - The date the payment is due in the account (likely todays

date)
e Payment Method - Will be automatically populated
e Transaction Type - Will be automatically populated
e Transaction Subtype - Will be automatically populated
« Effective Date - Should be the todays date
e Inv - Leave Blank

00000

7 Click "Add Row" to add the next payment and if any rows need deleted click
"Remove this Row" at the end of the row.

8 Once all the payments have been done validate the data.
8 Click "Save"
9 "Row Action" the batch again and click "Update Account Cash Posting Header"

10 Complete the "Account Cash Posting Header" by checking the details and in the
Posting Options click "Immediately".

11 Click "Save"
8.2 Updating Account Postings

Note: You can only update account postings that have not posted to the rent
account.
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1. From any page on the "Housing" modules navigation on the left hand side find
and select "Rents" and then "Account Postings"
f&@ Rents

Revenue Accounts

Suspense Accounts

Account Postings

Batch Runs

Rent Models

2 Search for the account posting using the search bar, you can search for all
unposted batches by searching for "U" under "Status"

3 "Row Action" the account posting and select "Posting Details"
(m] = Batch Reference Tran Type Tran Sub Type Status Admin Unit Post Indicator Created
m] @ 100387 ADJ comMC u - Y 12-Sep-2024
4 This opens the "Posting Details" page where you can create additional

account postings using the "Create" and then "Create Postings". Complete the
"Create Postings" wizard ensuring to complete all the mandatory fields.

5 In the "Posting Details" page you can also update any of the postings by "Row
Action" the posting and clicking "Update Posting". This opens the "Update Postings"
wizard where you can edit any part of the posting. Click "Save" once done.

6 In the "Posting Details" page you can also delete an account posting by "Row
Action" the posting and clicking "Delete Unposted Posting”. This opens a
confirmation window where you can click "Ok" to confirm you would like that posting
deleted.

8.3 Removing Account Postings Batches
Note: You can only delete account postings that have not posted to the rent
account.

1.From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Account Postings"

ﬁ Rents

Revenue Accounts

Suspense Accounts

Account Postings

Batch Runs

Rent Models

2.Search for the account posting using the search bar, you can search for all
unposted batches by searching for "U" under "Status"

3."Row Action" the account posting and select "Delete Unposted Batch"
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4. This opens a confirmation window where you can click "Ok" to confirm you would
like this batch deleted.
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9.Moving Credit between Current and Former Accounts

1 From any page on the "Housing" modules navigation on the left hand side find
and select "Rents" and then "Revenue Accounts”

fil Rents

Revenue Accounts
Suspense Accounts
Account Postings
Batch Runs

Rent Models

Rent Review

2 Search for the account using the search or advanced search options
v search Q e
Please Select x v and Please select x v m
Select the account you want to move the credit from
3 "Row Action" (top right) the rent account with the credit you want to move and
click "Transfer Account Balance"

Business Flows Property Details Arrangements Disputes

ACTIONS

Bulk Authorise Adjustments
Terminate Sundry Account
Update Revenue Account
Review Accounts

Link Former Accounts to

act Details
Transfer Account Balance
Update Arrears intormation
Maintain Account Escalation
Policy Assignments
Context Reports
=+ Review GP| Job Output

4 Complete the "Transfer Account Balance" wizard ensuring to complete the
payment reference the credit is to move to and if only a partial payment is due to be
transferred complete that section.

Transfer Account Balance @ 0 @

5 Click "Save"
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10. Suspense Accounts
10.1 Viewing a Suspense Account

From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Suspense Accounts”

@ Rents

Revenue Accounts

Suspense Accounts

Account Postings

Batch Runs

Rent Models

2 Search for the suspense account by searching for account number 0
3 Select the suspense account by double clicking or Row Action
(m] = Account No Curr Balance Ind Debit Credit Admin Unit
(m] = 0 41172682 CR 000 11,594.14 7
4 You can now view the "Outstanding Transactions" and the "Contra

Transactions" under the "More" drop down.

Qutstanding Transactions Contra Transactions

Note: There is only one suspense account "0" which includes housing benefit
transactions.

10.2 Transferring Transactions from a Suspense Account
From any page on the "Housing" modules navigation on the left hand side find and
select "Rents" and then "Suspense Accounts”

f Rents

Revenue Accounts

Suspense Accounts

Account Postings

Batch Runs

Rent Models

2 Search for the suspense account by searching for account number 0
3 Select the suspense account
(m] = Account No Curr Balance Ind Debit Credit Admin Unit
(m] =) 0 41172682 CR 000 11,594.14
4 "Row Action" the transaction you'd like to move and select "Move
Transaction”
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- Tran Date [~ Effective Date Tran Code Tran Sub Type Debit Credit Payment Reference

@ 13-Aug-2024 13-Aug-2024 PAY DHPOP 2496 0901425386

5 Complete the "Move Transaction" wizard by ensuring you select the target
payment reference using the "Open Search Page" and searching for the revenue
account it is to go into. Click "Search" and once the search results show the correct
rent account click "Select".

Move Transaction @ 0 ®
Target Payment Reference Amount to Transfer

l

Account Name Property Address

Revenue Account Search c @ @ ®
'\-;_‘.‘ﬂ([:u'ﬂ Details

*  Address Details

* Arrears Details

* Transaction Types

* Other Fields

[ sewen | e very | coune | cone |
6 Click "Save"
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11.Viewing Summary Accounts

1 From any page on the "Housing" modules navigation on the left hand side find
and select "Rents" and then "Summary Accounts”

il Rents

Revenue Accounts
Suspense Accounts
Account Postings
Batch Runs

Rent Models

Rent Review

Group Reviews
Subsidy Applications

Subsidy Debt Assessment

Subsidy Reviews

Account Groupings
Rent Disputes

RDS Transmission Files
Rent Deduction Scheme
Analytic Caseloads

Summary Accounts

2 Use the search bar to search by either the Summary Account Number,
Account Type or Summary Account Admin Units

¥ search

Summary Account Number

Account Type

N summary Account Admin Units

3 Once you've completed the search click on the account you'd like to view

Summary Account Number Account Type Summary Account Admin Units

a
1l

O
[l
)
@
2

WEEKLY42|R6|AUTH

4 This opens the Summary Account Details page

Note: The wild card (%) doesn't work for the search bar. You have to enter the
account number or use part of the search criteria and then the wild card. For
example "REN%" for the Account Type or "Weekly%" for the Summary Account
Admin Units
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12. DD BACS File for Submission to Bank

You will receive an “Extract Direct Debits for Postings” report twice a month by email
from housing systems team after they have validated the DD run. This will include

the Total Records extracted and Payment amount extracted. See Example:-
| *hra212_347622 (1).lis - Notepad - [} b

File Edit Format View Help
KBELL HOUSING database 15:53:59 B4-APR-24
HRA212

Extract Direct Debits for Posting

Admin Unit: WEEKLYAS
Payment Due Date: 15-MAR-24
Run Mode: E

Total records extracted: 1822
Total payments extracted: 536862.29

Extract Direct Debits for Posting completed at 15:54:84 @4-APR-24
- End of Report -

BACs Files Created

Until the process is automated of transferring the BACS submission file from NECH
server to pick up area this file will be manually picked up by IT and dropped off to
pick up area. The change team or housing systems will inform you when the file is in
place and ready to be processed to the bank.
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13. Online Help

NEC Housing is accompanied by an extensive online help system. The
NEC Housing online help provides you with detailed guidance as well as hints and
tips about the NEC Housing system.

The help is context sensitive; this means when you call the help, the topic that
appears is directly relevant to the area of the application from which the Help was
called.

Note:

When you call the help in a context-sensitive manner, it "knows" where you are
within NEC Housing, but not what you are currently doing or attempting to do.
Therefore, the first help topic that appears is designed to anticipate the information
that you are mostly likely to need given your current location but will often include
links to other information that you may find useful.

The help is displayed in its own browser window or, depending on how your device is
configured, in a new tab of the current browser.

- & S—

Walcome ta NEC Housing

The help window stays open until you close it. If you call the help from another
part of the NEC Housing system, the window is re-used (in other words, only
one help window should be open at a time).

13.1 Calling the Help

The online help provided with NEC Housing can be called in a number of different
ways depending on the sort of information you are looking for.

| want to search the online help

To open the home page of the online help, click the Help link in the system menu
which can be found in the top right-hand corner of the screen.

The system menu will look like this:

Preferences

Help
Password

Log Off
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You can then enter your search criteria into the search bar in the online help to find
the information you need.

| want to know what | can do here

If you want to know what actions can be carried out from the page or region you are
currently using, you can call the help topic that relates specifically to the page or
region.

Regions

You can call the help from a region using the Help @ icon:

Address Usages ® Current DAl Lo e= @ ©

Q) ~ Go

The online help opens and immediately displays the page that explains what the
region is for and what you can do from it.

Details Pages

You can call the help from a details page using the Help @ icon at the top of the
context block.

Address Usages Contact Details

v Person Details @@

Person 6197 Mame m
Reference Date of Birth -Lec-
Age Gender F
NI Number M Language

End Date

The online help opens and immediately displays the page that explains what the
details page is for and what you can do from it.
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| want to know what data to enter
If you want to know what data needs to be entered in a specific field, you can call the

help page for the form that you are using. To do this, click the Help @ icon in the
title banner of the form.

Create Address Usages @0 ®

13.2 Searching the Help

The online help provided with NEC Housing covers all areas and modules of the
application and as a result, the information contained within it is extensive.

However, the search facility enables you to find what you are looking for quickly and
easily using a variety of criteria. It also enables you to restrict your search criteria to
the areas of NEC Housing that you personally use with simple filters.

Enter Search Criteria

You can search for information using a single word, phrase, glossary term or
abbreviation.

To search the online help, enter your search criteria in the Search bar then click the

search button A )

Tip:

Over type the 'Search' hint text in the search bar with your search criteria.
Punctuation marks such as the full stop, colon, semicolon, comma and hyphen are
ignored during a search.

All searches are case-insensitive but results that match the case you used are
ranked higher than those that do not.

All searches automatically include stem searching - therefore a search for 'Edit’
would also find 'Editing’ or 'Editor'. However, exact matches are ranked higher than
stem matches.
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To search for an exact phrase, enclose it in double quotes.

Example:

Enter "creating admin units" to find topics that include that phrase or use them to
find topics that contain exact words by enclosing each word in double quotes.

Search Results

When searching for a topic, the help system will search every document in the online
help database, returning a list of topics that exactly or partially match your search
criteria.

Tip:
If the system does not return any results within a matter of seconds, try amending
or rephrasing your search criteria.

If your search criteria are included in the glossary, the glossary term will appear in a
box at the top of the search results.

Your search for "tenant” returned 324 result(s).

Temant
Individadl OF OFQan SN who G rEnling e progerly onder 4 Baca oF Tanancy

Tamant Alomance Typas

Admiristering Tanant Water Charge Rafarence Dats
Thy Temand Bale Clurge m b el I gelugs el wagind g

To select a topic from the results, click the title.

When you select a topic from the search results the corresponding help page
appears and the text within the page that meets your search criteria is highlighted for
easy reference.

Filter the Search Results

By default, the help system will search the entire online help database and return a
list of topics that match your criteria regardless of the area or module to which they

apply.

You can reduce the number of results returned to the specific module or area of the
system that interests you.
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Example:

If you were to search for 'tenancies' without using the filter, the system would return
over 400 help topics. However, if you were to restrict that same search to the
Allocations module, the system would return less than 40 and those topics would
be specifically relevant to Allocations.

To filter the results, click the filter button ' and select the area or module that you

are interested in. The filter button changes colour "' to indicate that it has been
switched on.

« If you were reviewing your search results at the time you applied the filter, the
system will automatically update the results and only display those topics that
apply to the area you selected.

« If you applied the filter prior to entering your search criteria, the hint text in the
search bar will change to indicate the area that they search results will be
restricted to.

Online Help Menu

There is a short menu available from the banner at the top of the online help page.
However, this will change in accordance with the device you are using to access the
help.

| am using a laptop / PC monitor

When you access the online help in a browser that spans the width of your laptop or
monitor, you will see a menu on the left-hand side of the online help page.

NEC E N T Y

Walcoma o NEC Houming

When you place your mouse over an item in the menu, a list of the topics available
from that menu is displayed.

Welcome ta NOC Housing
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You can then select the topic that interests you.

Tip:
If you reduce the size of your browser to that of a tablet, the menu will change and
function in the same way as it does for a mobile device.

| am using a mobile device

When you access the online help using a mobile device such as a smartphone or
tablet, a menu icon appears on the right-hand side of the online help page banner.

a8 = A - -

Welcome to NEC Housing

The NEC Housing system is subdivided into a
number of different areas.

These areas can be accessed from the links
displayed under each product area.

The online help provided with NEC Housing
explains the purpose of these areas and each
of the regions you can access from them.
There are step-by-step instructions on how to
navigate to these together with an explanation
of the information that can be entered in
them.

When you click the menu icon the help page slides to the left to reveal a navigation
panel on the right-hand side of the screen.

NEC Housing

Getting Started

Getting Help

ousing
ubdivided into a

from the links
area.

NEC Housing
areas and each
from them.
ctions on how to
th an explanation
: entered in

You can then select the menu you want to view.
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If the menu you chose has multiple topics within it, the navigation panel refreshes to
display the topics available to you.

NEC Housing

Getting Started
Getting Help

Getting Help

ousing Calling the Help

ubdivided into a Searching the Help
from the links Online Help Menu
area
NEC Housing Help is Missing
+areas and each
i from them Feedback

ctions on how to
th an explanation
2 entered in

You can then select the topic that interests you.

Help is Missing

If you call the help from anywhere other than the 'system menu' at the top of the
screen and the help topic that appears is not relevant to what you are doing, please
log a support call so we can fix the problem.
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