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1 OVERVIEW

e 1.1 INTRODUCTION

City of Ekurhuleni (COE) has a mandate to promote the Smart City concept for transformation,
growth, development and ensure that all Ekurhuleni’s citizens derive sustainable benefit from
technology development. The Information and Communication Technology (ICT) department
has a responsibility to ensure that ICT goals are aligned to and support the City’s mission and
strategic objectives of becoming and Smart, Creative and Developmental City, and that
optimum business value is realized from ICT related investment services and assets.
Information and Communication Technology (ICT) is one of the key strategic enabling
department within the City. It uses and leverage on the implementation of technology to enable
the City to deliver services effectively and efficiently.
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Figure 1: City Model

The municipal reference model has been set as a standard capability reference for all the
departments. It illustrates the core, enabling/ support functions and its relevant systems, and
the different stakeholders involved.

Governance and Monitoring is an overarching capability providing an oversight to all
capabilities in the municipality.
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Strategy capability is responsible for all planning and budget related capability for the CoE
municipality. Evaluating existing business unit strategy based on the company's strategy and
eliminate unwanted/unnecessary resources/elements and re-consider necessary resources to
meet the overall company's strategy.

Core capability is all the municipality business processes mandated by the municipal act, to
provide all constitutionally mandated services as prescribed by the Section 4 B and Schedule
5 Part B of the constitution.

Enabling/Supporting capability is all the transversal function within the municipality, that
provide support to core process with a view to deliver the municipal mandated services.

Enabling Technology is all the systems/ applications used by the municipality to support
internal business process, each capability layer will comprise associated applications.
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e 1.2 mSCOA ERP
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2 GENERAL SYSTEM INFORMATION

Property Letting is one of the revenue generating streams within EHC, which is an entity
owned by the city, its mandate is to manage the leasing of city owned flats, which are for
social housing to people earning between R3500 and R15 000. EHC does not have any
system to support their leasing function. Most of the processes are still managed manually
using spreadsheets which has negative effect on operations and the reporting thereof. There

is a need to implement a fully integrated system, that will support the Property Lease
Management capability end to end for EHC.

Page 5 of 32



3 LEARNING REQUIREMENTS

It is expected that learners have the following pre-requisites:
e Computer literacy
e A good understanding of the Property Lease Management (PLM) system.

e Learners with special learning needs are required to inform their manager and the
trainer.

This User Guide is intended for the following audience:

e Housing Supervisor

4 LEARNING EXPECTATIONS

Understand System Concepts:

System Login

Schedule Unit Inspection
Conduct Unit Inspection
Conduct Unit Vacated Inspection
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5 LEARNING JOURNEY

\ng“wacome mSCOA ERP Learner!

T ' Learning Recap and

Requirements Feedback
Learning Summative
Content ) - . Assessment

Congratulations
on the completion
of this Training Session

Key Icons

Overview of this
Training Session

Learning Training
Outcomes Evaluation

a partnership that works e City of |
www.ekurhuleni.gov.za Ekurhuleni
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6 KEY AREAS OF LEARNING

1 LOGIN TO PLM

2 SCHEDULING A UNIT INSPECTION

3 CONDUCTING UNIT INSPECTION

4 CONDUCT UNIT VACATED INSPECTION

5 CONFIRM TENANT VACATED

7 LEARNING OUTCOMES

At the end of this module, you will be able to:

e Navigate the Property Lease Management system (PLM).
e Learn how to access information in the system and actioning applications.
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8 KEY ICONS WITHIN THE LEARNING MATERIAL
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9 LOGIN TO PLM

After completing this sub-section, you will be able to successfully login to Property
Lease Management as the Revenue Officer.

The process begins when you as the Housing Supervisor opens the Google
chrome web browser and inputs the following link in the browser search pane:
https://propertylease.ekurhuleni.gov.za , where you will be navigated to the City of
Ekurhuleni Property Lease Management landing page.

>
\_J

- - User must be able to sign in, to work on the Property Lease Management system.

Navigate

On this screen:

e Click Profile dropdown arrow on the left navigation panel.
e Click on the Sign In item.

¢ You will be navigated to the Sign In page.

Screen

n PROFILE

| g Sknin

Reglster

1

CoE PLM

The PLM solution intends toimprove property lease
management processing speed thereby shortening
turnaround time for revenue collection targets as well
as minimising paper usage and storage requirements

Coe PLM Landing Page - Profile

Navigate
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https://propertylease.ekurhuleni.gov.za/

On this screen:
e Enter your active directory Username and Password
e Click on the Sign In button

¢ You will be navigated to the Submitted Applications page.

Screen

Sign in %

Welcome Back!

To Login into Property Lease Management
System please complete the form with
Username and Password

REGISTER >>

Forgot your password?

Sign In Page

1 PROFILE

= INSPECTIONS

PROPERTIES

©  TERMINATION

< COMMUNICATION

B USERMANUAL

B AT

SUBMITTED APPLICATIONS

Show 10w entries Search
Applicant S Application Reference Application Created
" Application Type
Nama Number Date
Individual 2022/07/21 11:54:05 In Au\..\-lmg Ingpection
Thandi Zondo EHC2022072100001 Inspection Schedule Slots

Application AM schedule Slots

Showing 1o 1 of 1 entries
©2022-PLM V1.1

Submitted Applications Page

You have now successfully completed this sub-section
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10 SCHEDULING A UNIT INSPECTION

After completing this sub-section, you will be able to schedule a unit inspection.

Once the customer has attended training, the Housing Supervisor will need to
schedule available days for the inspection to be conducted with the customer/
tenant.

The application status will be In Awaiting Inspection Schedule Slots.

Navigate

On this screen:
e Once logged in, you will be on the Submitted Applications page.
OR
e Select Inspection under the Inspections item on the navigation panel.
¢ You will be navigated to the Submitted Applications page.
¢ Click the Inspection Schedule Slots button on the application of choice.

¢ You will be navigated to the Schedule Inspection page.

Screen

1

INSPECTIONS

PROFILE

Ingpection

PROPERTIES

TERMINATION

COMMUMNICATION

USER MANUAL

AUDIT

SUBMITTED APPLICATIONS

10 ¥ entries

Application Reference Application Created
m_

ual

Show: ng1te1 af 1 entries

@ 2022- PLM 1.1

Invite Clients For Training Page
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Navigate

On this screen:

e Under Application Details sub-section, clicking on the View button gives
you access to view information on the application, such as:

- Application Details
- Applicant Details

- History

- Documents

Screen

Application Type Application Reference No. Application Created Date Status
aredl Jonda EHCHI220T 2100081 SR 115405 AN m A

Thansd Zonda Indteidual Application

Application Details

- To delete a date scheduled or timeslot, click on the n Delete button.

Navigate

On this screen:

e Under the Unit Inspection Slots sub-section, your First Name and
Surname will be displayed in the relevant fields.

e In order to capture the Day Available, you will need to click on the
Calendar and make a selection.

e Select the Hours Available by ticking the time checkbox(es).
e Tick on the Add Timeslots button
e All Entries will be displayed in the table on the right.

e To capture another day with timeslots, follow the same process mentioned
above.
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Once all entries are reflecting, click Submit.

You will be re-directed to the Submitted Applications page.

Screen

Unit Inspection Sot

First Name

Surname:

Day Available *

Mamoepi

RMM

2022108115

Hours Available *

08H00 To 09HO0
09HO00 To 10H00

10H00 To 11H00
11H00 To 12H00

12H00 To 13H00
13H00 To 14H00

14H00 To 15H00

15H00 To 16H00
16H00 To 17H00

Unit Inspection Slots

Unit Inspection Slal

First Name

Surmname

Day Available =

Hours Available *

Mamaepi

yyyy/mm/dd

08HO0 To 0SHOO

[0 09HI0 To 10HIO
O 10HI0 To 11HMD

11HOO To 12H0D
12H00 To 13H0O

13H00 To 14H00
14H00 To 15H00
15H00 To 16H00
16H00 To 17HOO

Show 10 w antrigs

202210815 10HO0 Te 11HOO

202210815 14HO0 Te 15H00

Showing 1 to 3 of 3 entries Presious

202200815 11H00 To 12H00 -

Entries Displayed on the Right
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SUBMITTED APPLICATIONS

Show 10w entries Search

m Application Type Application Reference Number Application Created Date ‘ Status “

Mo data available in table

Showing 0 to 0 of 0 entries

& 2022 - PLM 1.1

Submitted Applications Page

Y e The Customer will be notified that their application is due for a unit
_ _ inspection.
V4 B AN e The application will be moved to the Customer’s queue.

You have now successfully completed this sub-section
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11 CONDUCTING UNIT INSPECTION

After completing this sub-section, you will be able to conduct the unit inspection.

e Once you the customer has agreed to meet with you to conduct the unit
inspection, you are required to download the inspection template from the
PLM system.

e Complete the inspection form manually onsite and thereafter upload the
Inspection report on the system.

- - The application status will be Conduct Unit Inspection.

Navigate

On this screen:

e Under the Submitted Applications list, click Conduct Unit Inspection
button, on the application of choice.

¢ You will be navigated to the Unit Inspection page.

Screen

SUBMITTED APPLICATIONS

Applicant Application Reference Applicatien Created

2707721 11:54:05
Application Inspection

| Zonda

Showing 1 1o 1 of 1 entries
© 2022 - PLM 1.1

Submitted Applications Page

Navigate

On this screen:

e Under Application Details sub-section, clicking on the View button gives
you access to view information on the application, such as:

Page 16 of 32



- Application Details
- Applicant Details

- History

- Documents

¢ Click on the Download button, to download the Unit Inspection Template.

e Select the template from your downloaded computer file for viewing and
print.

Screen

EVALUATING APPLICATION

Show 10w entries Search
m e _ e m

EHC2022072100007 Individual Application Conduct Unit Inspection 2022/07/21 11:54:05 AM Thandi Zondo

$howmg 1 to 1 of 1 entries

CONDUCT UNIT INSPECTION TEMPLATE

Documaent Type Link Description

Unit Inspection
Unit Inspection Template Uploadad On 2022-07-10 14:54:00

Conduct Unit Inspection Template

Navigate

On this screen:

¢ Click on the Browse button, to upload the Completed Unit Inspection
Document.

e Select the necessary document from your computer files.

e Click on the Open button

e The document will be attached, under the Document column.
e Click Upload to proceed with the upload.

e A popup notification will display: Document(s) Uploaded.

e Click Ok to remove popup box.

e The document name will change from black text to blue.

Screen

Page 17 of 32




UPLOAD COMPLETED UNIT INSPECTION

Additional Document [ oo ) e

Init Inspection 2022/08/29 11:48:33 AM Mr Shevek Poonsamy

Description

Unit Inspection
Uploaded On 2022-08-23 14:35:04

UPLOAD COMPLETED UNIT INSPECTION

Secument Type frowss _

. Browse Unit inspection
Completed Unit Inspection Document | =

rowse Additional Documentation
Additional Document Brows: dditional Docy

Upload

Selecting Document from Computer Files

UPLOAD OOMPLETED Lnall iNSPECTION
Document Type

Completed Unil Inspection Document S

Additional De-tument s Agdtons! Documensetio

Documents Attached
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PROFILE

Progress

Document(s) Uploaded

INSPECTIONS

PROPERTIES

TERMINATION ¢ I—Hm i i (T

Progress Popup — Docufnents Uploaded

UPLDAD COMPLETED UNIT INSPECTION

E-I =T ==

Completed Unit inspection Document

Additional Documaent

Uploaded Document

1
- 2.
N

3.

There are 3 types of Inspection Outcomes:

Habitable — Minor Defects, meaning maintenance can be conducted while

continuing with the leasing process of the unit.

Habitable — No Defects, meaning there is no need for maintenance and
can continue with the leasing process.

Not Habitable, meaning the unit is not suitable for living and maintenance
will need to be conducted in the unit it is suitable for the tenant to view
again. The application will be In Awaiting Maintenance Job Sheet.

Navigate

On this screen:

Select an Outcome (eg. Habitable — No Defects)
Click Submit

A confirmation popup box will display, Are you sure you want to submit
this unit inspection?, Click Yes, | am sure! to acknowledge.

You will be re-directed to the Submitted Applications page.

Screen
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Dulcome*

© 2022 - PLM v1.1

Show 10w entries

Sect Option ~

Habitable - Minor defects
Habitable - No defects
Mot Habitable

Selecting an Inspection Outcome

Are you sure you want to submit
this unit inspection?

Ma!

Confirmation Popup

SUBMITTED APPLICATIONS

Applicant Name 1 Application Type Application Reference Number Application Created Date

Showing 010 0 of 0 entries

22022 -PLM¥1.1

Ho data available in table

Submitted Applications Page

Search:

_— “

\I/
V4 AN

The Customer will be notified of the status: In Awaiting Tenant Update

Details.

The application will move to the Letting Officer’s work queue.

You have now successfully completed this sub-section
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12 CONDUCT UNIT VACATED INSPECTION

After completing this sub-section, you will be able to conduct a unit vacated
inspection.

Once the Revenue Officer has validated the lease termination and account, you
are required to conduct a unit inspection of whether the tenant has vacated the

unit or not.

The application status will be Application Lease Termination Approved.

Navigate

On this screen:
e Click Termination dropdown arrow on the navigation panel.
e Click Terminatated Leases

¢ You will be navigated to the Terminated Lease Applications page.

Screen

1 PROFILE <

- INSPECTIONS <

PROPERTIES <

u TERMINATION v

rminat
o Te ated Leases

Terminations

[iii)

= COMMUNICATION <
3 USER MANUAL <

= AUDIT <

Navigation Panel
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Navigate

On this screen:
e Click Confirm Move-Out button on the application of choice.

¢ You will be navigated to the relevant page.

Screen

TERMINATED LEASE APPLICATIONS
v entries

e —_— r ‘ et m__

Individual 2022/08/11 2:26:15 ﬁp‘ lication Leass Termination
application PM Approved

Showing 1 1o 1 of 1 entries Preioy -

EHCZ02207 2100001 Thandi Zondo

© 2022-PLM v1.5

Tenants Application Termination Page

Navigate

On this screen:

e Under Evaluating Application sub-section, clicking on the View button,
enables you to view the following information, such as:

- Application Details
- Applicant Details

- History

- Documents

e Under Tenant Lease Details sub-section, clicking on the View button,
enables you to view the following information, such as:

- Applicant Details
- Lease Information
- Tenants Details

- Applicant History
- Occupant History
- Documents

e You will also have an overview of the Termainate to Confirm, such as:

- Termination Date
- Reason for Termination
- Captured Date
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- Termination By
e Select a Tenant Vacated option from the dropdown list (eg. Vacated).
e Click on the Submit button

e A confirmation popup box will display, Are you sure you want to confirm
this applicant vacating? Click Yes, | am sure! to acknowledge.

e You will be re-directed to the Terminated Lease Applications page.

Screen

EVALVATING APPLICATON

W v e e
Reference Number Applicast Type Status Captured Date Ao Actien
ol 54.0
andi 4

Applicaton

TENANT LEASE OITALS

ACAton Lease Termaanion

...............

|
Lease Ref No Apphcant Type Status Ooplurad Date W‘m
Thandi Zondo
& 4

plication Approved PV

TERMINATION TO CONFIRM

Termination Date Reason For Termination Terminatelon By

22/09/30 120000 AM Termunation Due To Tenant Notce 2022/00/16 10.54:08 AM Taot Uses

VACATING APPLICANT ACTION

Tenant whect Opticr v

|

Vaceled

Vacating Applicant Page
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Are you sure you want to confirm
this applicant vacating?

L

Confirmation Popup

TERMIMATED LEASE APPLICATIONS

Show 19 v entries Search

Lease Referrence No. 1} Tenant Name application Type Lease Date Status Action

Mo data available in table

Showing 0 to 0 of 0 entries

©2022 - PLM V1.5

Terminated Lease Applications Page

The termination process will end here, and the customer will be notified that their
application has been approved for termination.

You have now successfully completed this sub-section
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13 CONFIRM TENANT VACATED

After completing this sub-section, you will be able to confirm that the tenant
vacated the unit.

Once the Letting Officer has captured an eviction committee, you are required to
confirm if the tenant has vacated the unit or not.

The application status will be Application Lease Termination Approved.

Navigate

On this screen:
e Click Termination dropdown arrow on the navigation panel.
e Click Terminatated Leases

¢ You will be navigated to the Terminated Lease Applications page.

Screen

1 PROFILE <

- INSPECTIONS <

PROPERTIES <

u TERMINATION v

Terminated Leases

W

— Terminations
= COMMUNICATION <
=] USER MANUAL <

= AUDIT <

Navigation Panel
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Navigate

On this screen:
e Click Confirm Move-Out button on the application of choice.

¢ You will be navigated to the relevant page.

Screen

TERMINATED LEASE APPLICATIONS
v entries

e —_— r ‘ et m__

Individual 2022/08/11 2:26:15 ﬁp‘ lication Leass Termination
application PM Approved

Showing 1 1o 1 of 1 entries Preioy -

EHCZ02207 2100001 Thandi Zondo

© 2022-PLM v1.5

Tenants Application Termination Page

Navigate

On this screen:

e Under Evaluating Application sub-section, clicking on the View button,
enables you to view the following information, such as:

- Application Details
- Applicant Details

- History

- Documents

e Under Tenant Lease Details sub-section, clicking on the View button,
enables you to view the following information, such as:

- Applicant Details
- Lease Information
- Tenants Details

- Applicant History
- Occupant History
- Documents

e You will also have an overview of the Termainate to Confirm, such as:

- Termination Date
- Reason for Termination
- Captured Date
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- Termination By
e Select a Tenant Vacated option from the dropdown list (eg. Vacated).
e Click on the Submit button

e A confirmation popup box will display, Are you sure you want to confirm
this applicant vacating? Click Yes, | am sure! to acknowledge.

e You will be re-directed to the Terminated Lease Applications page.

Screen

EVALUATING APPLICATION

Show 10 W aniries Search

Commiites Data

EHC2022072100001 sl Applcation Eviction Granbed 20TXN09/30 12200000 AN Thamdi Zanda Wiaw

Showwing 180 1 of 1 eniries Fresio - Mexi

TEMANT LEASE DETALS

Applicant Type Captured Date Applicant Mame

EHC2022072100001 individual Application Eviction Granted 2022,08711 226015 PM Thandi Zonda Yiew

TERMIMATION To SOMFER

Reazon For Termination Terminateion By

DOTLI0%I0 1200000 AM Terninaticn Due To Tenant Matice 20270816 105405 AN Test Uner

VACATIHG APPLICANT ACTION

Tenant — Sadact Option - -

Wacated

Vacating Applicant Page

Are you sure you want to confirm
this applicant vacating?

Mol

Confirmation Popup
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TERMIMATED LEASE APPLICATIONS

Show 19 v entries Search

Lease Referrence No. ] Tenant Name application Type Lease Date Status Action

Mo data available in table

Showing 0 to 0 of 0 entries

© 2022 -PLM V1.5

Terminated Lease Applications Page

The termination process will end here, and the customer will be notified that their
application has been approved for termination.

You have now successfully completed this sub-section
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14 HELPFUL HINTS

o Be able to find useful guidelines throughout the application:

Screen Navigate
: Clicking on COE PLM, refreshes the current page.

= The navigation bar allows you to expand or compress the left navigation
panel.
* Red Asterisks The Red Asterisks next to a specific field, means that it is mandatory to

complete that field.

The Browse button allows you to search your computer to find the relevant
document that you would like to upload.

The Search functionality allows you to find what you are looking for.

“ The View button allows you to view the attached/generated document.

cmwmus. < | Clicking on the User Manual item on the navigation panel, gives to access to
view the guidelines of how to navigate the PLM system.
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15 ASSESSMENTS OF SPECIFIC LEARNING OUTCOMES

Description of Learning Outcomes

Were you able to?

Yes
Tick

No
Tick

LOGIN TO PLM

SCHEDULING A UNIT INSPECTION

CONDUCTING UNIT INSPECTION

CONDUCT UNIT VACATED INSPECTION

CONFIRM TENANT VACATED

16 NEXT STEPS

You will be required to complete the following:

Training Evaluation

Assessment

o |_¢§2|
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