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1 OVERVIEW

° 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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° 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.
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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 Letting Officer

4 LEARNING EXPECTATIONS

Understand System Concepts:

e System Login
e Capture Lease Details
e Generate Lease Agreement
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5 LEARNING JOURNEY

= ' Learning Recap and
Requirements Feedback

Learning Summative
Content ) .®- Assessment

Congratulations
on the completfion
of this Training Session

Overview of this Key Icons

Training Session

Learning Training
QOutcomes Evaluation

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

1 LOGIN TO PLM

CAPTURE LEASE DETAILS

GENERATE LEASE AGREEMENT

CAPTURING EVICTION DETAILS

2
3
4 CAPTURE LEASE TERMINIATION
5
6

CAPTURE EVICTION COMMITTEE OUTCOME

7 RECOMMEND FOR LEASE RENEWAL

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
T
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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 Letting Officer 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.

- - 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.

e You will be navigated to the Sign In page.

Screen

CoE PLM

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

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

e You will be navigated to the Property Applications — Update Tenant
Details page.

Screen

Signin %

Welcome Back!

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

REGISTER >>

Forgot your password?

Sign In Page

PROFILE

PLM APPLICATIONS ¢

AGREEMENTS

EVIETIONS

LEASES

PROPERTIES

RENEWALS

TEHANTS

PROPERTY APPLICATIONS - UPDATE TENANT DETAILS

Show 10 v S Search
. Application Reference Application Created
Application Type
Numbar Date
Individual 2022/07/21 11:54:05 n Awaiting Tenant Update 1
Thandi Zondo EHC2022072100001 Update Detalls
Application AM Details |

Showing 10 1of 1 entries Prevous -

© 2022 - PLM v1.1

Property Applications — Update Tenant Details Page

You have now successfully completed this sub-section
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10 CAPTURE LEASE DETAILS

After completing this sub-section, you will be able to capture lease details.

Once the unit inspection has been completed, the Letting Officer will need to
capture the leasing details.

The application status will be In Awaiting Tenant Update Details.

Navigate

On this screen:

e Once logged in, you will be on the Property Applications — Update
Tenant Details page.

OR

e Select Capture Lease Details under Leases item on the navigation
panel.

e You will be navigated to the Property Applications — Update Tenant
Details page.

e Click the Update Details button on the application of choice.

e You will be navigated to the Capture Lease Details page.

Screen

1 PROFILE

= PLM APPLICATIONS ¢

E  AGREEMENTS

EVICTIONS

LEASES

Capture Lease Details

X PROPERTIES

E  RENEWALS

PROPERTY APPLICATIONS - UPDATE TENANT DETAILS

Application Reference Application Created N
ication Ty
m_

Individual 2/07/21 11:54:05 r|.-\\||r|q Tienant Ug
Thandi Zendo EHC20Z2072100001
Application

Showing 11 1of 1 entries F - Hent

‘ © 2022 - PLM V1.1

Property Applications — Update Tenant Details Page
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Navigate

On this screen:

e You are able to view Tenant Information, Contact Details and Current
Address.

e Click Next to proceed to the Lease Information.

Screen

Tenant Type Individual Apphcatien (¥
Firal Nami Thand A Zorda
10 Muimba LTI ] Cala of Btk A4S

[P

Makids Mumbar a0 TRES

Emall 1ossiTELBgmal com
i

Addreaa Tl Eagle Broaze 7 G Subanb Boksburg Poatal Coda 1458

Tenant Information

Navigate

On this screen:
e You will have a display of the Lease Details and Lease Address

e Under the Leasing Period , you need to make a selection of the Start
Date by clicking on the Calendar.
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¢ The End Date, Renewal Notice and Termination Notice dates will be
automatically generated.

e Under Lease Financials, select the Communication Method by ticking
the checkbox(es).

e The Billing Information will be viewable.
e Click on the Submit button to conclude.

e You will be re-directed to the Property Applications — Update Tenant
Details page.

Screen

wruchians

Loase Daluin

Complax/Bullding Nama Dsbvills SpacaUnit Numbar 634
Leasing Addisss

Address Hamowver Bullding, Cow He Surbarb Edamvala Pastal 16
Leasng Period

Start Date 202210901

End Date HLNET] Renewal Hotice SOZ4ADETT Termination Molice LA
saié Finafnils
Deposit Amount RT 929,70
Praparty Price [} T E VAT Amount RS54, 73 Toal inclsding VAT Rl 559 58

Communication Mothod & Email

SME

Posial

Lease Information
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Rental Amount (Excl VAT)

Administraion Fee

Preparation Fee

Daposit Tenant
Contribution

Shade Port Bay Number

Shade Pon Parking

Electricity

02022 - PLMv11

Billing Infeamation

3964 85
38374 Refuse 185,44 Sewerage 118,03
Daposit Required 7529 7 Deposit Held T929.7
CreditCheck Fee Caleulated As Folllows
Initial Daposit Premises Store Rooms
Open Parking Bay Number Carport Parking
Open Parking Security Fee
Flaor Numbar Total Monthly Charges 4623 06

m

Billing Information

Show 10 v entries

FROPERTY APPLICATIONS - UPDATE TENANT DETAILS

Search

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

Showing 0 to 0 of 0 entries

& 2022 - PLM v1.2

Mo data avallable in table

Property Applications — Update Tenant Details Page

e The application will move from the Property Applications queue to the
Property Lease Agreements queue.

You have now successfully completed this sub-section
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11 GENERATE LEASE AGREEMENT

After completing this sub-section, you will be able to generate the lease
agreement.

The Letting Officer is required to generate the lease agreement, so that the
applicant would be able to sign it.

- - The application status will be In Awaiting Lease Agreement.

Navigate

On this screen:
e Click Agreements item dropdown arrow on the navigation panel.
e Click Capture Lease Agreement

e You will be navigated to the Property Lease Agreements page.

Screen

CoE PLM

1 PROFILE :

= PLM APPLICATIONS «

AGREEMENTS «

EVICTIONS «

n LEASES w

= Capture Lease Details

PROPERTIES «

Navigation Panel

Navigate
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On this screen:
e Click Generate Lease Agreement button on the application of choice.

e You will be navigated to the Generate Lease Agreement page.

Screen

PROPERTY LEASE AGREEMENTS

& 2022 - PLM V1.2

Property Lease Applications Page

Navigate

On this screen:

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

- Application Details
- Applicant Details

- History

- Documents

e To generate the lease agreement, you will need to View button under the
Document column.

e The document will be downloaded to your computer files for your viewing.
e Click on the Finish button.

e You will be re-directed to the Property Lease Agreement page.

Screen
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EVALUATING APPLICATION

Show 10 w entries

Search
m Applicant Type Status Captured Date Customer Mame | Action
Individual In Awaiting Lease 2022/07/21 11:54:05
EHC2022072100001 ) g N Thandi Zondo
Application Agreement AM

Showing 110 1 of 1 entries

GENERATED LEASE AGREEMENT

Property Lease Agreemment

Generate Lease Agreement Page

11082022150910_9104154800081LEASEAGREEMENT. pdf

&

Housing Company

ONLY BETWEEN

OMPANY (FTY) LTD AND A NATURAL PERSON
EKURHULENI HOUSING COMPANY [FTY) LTD
Registration Number 2000/007336/07 {“the Landsord")

Aapresented by .......... MBMOSp RMM .. {"the Agent”)

and

Thandi Zondo_ (1 nane/s)

9104154800081 _ (1gentity Numbses/s)

["the Tenant”)

SUMMARY OF THE TENANT COSTS AT THE TIME OF SIGNING THIS AGREEMENT IN RESPECT OF UNIT NUMBER:
534 Delville

Lease Agreement Generated

GEMERATED LEASE AGREEMENT

Documant Type Documant

Property Lease Agreement

| Finish |

© 2022 - PLM v1.2

Finish Generating Lease Agreement
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PROPERTY LEASE AGREEMENTS

Show 10 v entries Search

m Application Type Application Reference Number Application Created Date Status “

Mo data avallable in table

Showing 0 to 0 of 0 entries

® 2022 - PLM v1.2

Property Lease Agreement Page

N | P e The customer will receive a notification that a new case has been
_ _ allocated to them in Lease Agreement Generated status.
4= e The application will be moved to the customer’s queue for signing.

You have now successfully completed this sub-section
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12 CAPTURE LEASE TERMINATION

After completing this sub-section, you will be able to capture the lease
termination.

Once the tenant has submitted notice to terminate the lease, you will be notified
to action the notice.

Navigate

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

e You will be navigated to the Application Lease Termination page.

Screen

1 PROFILE <

= AGREEMENTS <
= EVICTIONS <
[ LEASES <

PROPERTIES <
= RENEWALS <

PLM APPLICATIONS <

TENANTS <

TERMINATION ~
o Terminate

= COMMUNICATION <

=] USER MANUAL <

Navigation Panel

Navigate
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On this screen:
e Input the Lease/ Property/ Reference Number
e Click Submit

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

e You will be navigated to the relevant page.

Screen

APPLICATION LEASE TERMINATION

Lease/Property Referance Number

I

©2022- PLM¥1.5

Application Lease Termination Page

Are you sure you want to terminate
this application?

Confirmation Popup

Navigate
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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

Screen

EVALUATING APPLICATION

Show 10w entries Search:
. Customer .
—— : i _ e =
i i /07 .
o220 21 1000] Indlv_\dual Property Lease Application 2022/07/21 11:54:05 Thandi Zondo
Application Completed AM
showing 1to 1 of 1 entries Previous - Next

TENANT LEASE DETAILS

EHC2022072100001 Individual Application Active Lease 2022/09/30 Thandi

Evaluating Application and Tenant Lease Details

Navigate

On this screen:
e Click on the Browse button, to upload the Termination Document.
e Select the necessary document from your computer files.

e Click on the Open button

Page 22 of 43




e The document will be attached, in 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

PRPERTY LEASE APPLICATION DETAILS

Documant Typa

Termination Document

Upload Termination Document

| @ Open x | X W PLM x  +
B o i e, BDCOET Y A R [Tl G A H
. v 4 ||« PlMworkingen » PLM Docs v & Search PLM Docs JtPIFpLIIZ%2B% 2B TRATKFIYeKEiSobAnvpgBPS QP 11Xd2%2B1)2640Ab... a = 4« » 0 o :
Organize »  New falder = M @

PlMworkingon ™ Name a Date modif Type :
Updated PLM fro @ Termination Document 2022/07/21 1240 Chrome HTML

B This PC @ Testdoc7 2022/07/21 12:06 Chrome HTML §

2 30 Objects |
| [ Desitop
& Downloads
B Music Browse | Supporting Document
= Puctures ‘
B videos
i Local Disk (C)

ryT— = =

File name | Termination Document ~ = el
e

TE TERARTS <

Termination Reason Select Option b
©  TERMINATION

T COMMUNICATION ¢ m
E USER MANUAL «
B Avoim

© 2022 - PLM V1.5

Selecting Document from Computer Files
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PRPERTY LEASE APPLICATION DETAILS

Documant Typae Documant

Termination Document ' Supporting Docurmarnt

Documents Attached

Progress

PROFILE

Document(s) Uploaded
PLM APPLICA

=

EVICTIONS [ I [ I T l

Progress Popup — Documents Uploaded

PRPERTY LEASE APPLICATION DETAILS

Documant Type

Termination Document pdf

Termination Document i Supporting Document

Uploaded Termination Document

Navigate

On this screen:
e Select Termination Date using the calendar picker.
e Select the Termination Reason from the dropdown list.
e Click on the Submit button.

e A confirmation popup box will display, Are you sure you want to submit
this application for termination? Click Yes, | am sure! to acknowledge.

e You will be re-directed to the Application Lease Termination page.

Screen
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Tetmination Date v/ dd @

Termination Reason - Salect Dp||0.’ - L

Submit

£ 2022-PLM 1.5

Selecting Termination Date and Reason

Are you sure you want to submit
this application for termination?

Confirmation Popup

APPLICATION LEASE TERMINATION

Lease/Property Reference Number

® 2022 - PLM v1.5

Application Lease Termination Page

The lease application for termination notice will be moved to the Revenue
Officer’s work queue.

You have now successfully completed this sub-section
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13 CAPTURING EVICTION DETAILS

After completing this sub-section, you will be able to capture the eviction details.

You are required to capture the eviction details on an application.

The reasons selectable are:

illegal activities

Non Compliance with the lease terms
Non payment

Subletting

L]

Navigate

On this screen:

e Click Evictions dropdown arrow on the navigation panel.

e Click Capture Eviction

e You will be navigated to the Application Lease Eviction page.

Screen

CoE PLM

5 PROFILE <

PLM APPLICATIONS ¢

AGREEMENTS <

1]

EVICTIONS ~

o Captutre Eviction

o Committee Outcomes

k LEASES <
PROPERTIES <
= RENEWALS <

T TENANTS <

Navigation Panel

Navigate
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On this screen:
e Input the Application Reference Number
e Click Submit

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

e You will be navigated to the relevant page.

Screen

APPLICATION LEASE EVICTION

Application Reference Number

© 2022 - PLM V1.5

Application Lease Eviction Page

Are you sure you want to evict this
application?

No!

Confirmation Popup

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

A4

-/ \— - Application Details
- Applicant Details
- History
- Documents

Navigate
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On this screen:
e Click on the Browse button, to upload the Eviction Document.
e Select the necessary document from your computer files.
e Click on the Open button
e The document will be attached, in 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

EWALLATING APPLICATION

Show 10w eninies Search
SR J " o m“
e ——e————

Applicatior Completed Al

UPLOAD EWIETION DOCUMENT/§

Praperiy Evicion
Camplited Proparty Eviction Dacumant _

Additionsl Documan i

Evaluating Application and Upload Eviction Documents
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a

& Open x| x @ (whstsipp x  +
4 ||« PMworkingen » PLM Does v | ® Search PLM Does 57q=9pFCzqbWDUNFoX4PaGAKWy % 2BI2u6RMIT ATsbligTvgUc1TsEtdh.. @ =2 & N O o i
Organize = Mew foldar =« ™ @
PLMworkingen®  Name h Date modified Tpe
Updated PLM fr @ Completed Property Eviction Documnent  2022/07/21 1206 Chrome HTML
B This PC @ Testdoc 7 2207721 1206 Chrome HTML
B 30 Objects

| ENDesitop Docum
2 Documents — -

& Downicads

$om Browse Property Evicticn
IseC

= Pictures
B videos Browse Additional Documentation
e Locsl Dusk (C)
T o [ o
File name: [ ¢ pedy Eviction D v -
T TERANTS 7
(] TERMINATION €
Eviction ~Select Option~ v
Reason

= COMMUNICATION ¢

Bl USER MANUAL <
Cancel ubrmit

Selecting Document from Computer Files

UPLOAD EVICTION DOCUMENT/S

Completed Property Eviction Document Property Eviction

Browse Aaditicnal D £t At
Additional Document itional Documentation

Upload

Documents Attached

Progress

PROFILE

Document(s) Uploaded
PLM APPLICA

AGREEMENTS

EVICTIONS <

Progress Popup — Documents Uploaded

UPLOAD EVICTION DOCUMENT/S

Document Type

Property Eviction

Completed Property Eviction Document

Additional Documentation

Additienal Document
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Uploaded Completed Property Eviction Document

Navigate

On this screen:
e Select Eviction Reason from the options provided.
e Click on the Submit button.

e A confirmation popup box will display, Are you sure you want to submit
this application for eviction? Click Yes, | am sure! to acknowledge.

e You will be re-directed to the Application Lease Termination page.

Screen

Eviction - Select
Reason

Option =

Selecting Eviction Reason

Are you sure you want to submit
this application for eviction?

Na!

Confirmation Popup

APPLICATION LEASE EVICTION

application Reference Number

Application Lease Eviction Page

|
¢ The application will now display in the Committee Outcome queue for the Letting
Officer.
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You have now successfully completed this sub-section

Page 31 of 43



14 CAPTURE EVICTION COMMITTEE OUTCOME

After completing this sub-section, you will be able to capture eviction committee
outcome.

- - The application status will be Application Eviction Due To and the Reason.

Navigate

On this screen:

e Click Evictions dropdown arrow on the navigation panel.

e Click Capture Eviction

e You will be navigated to the Committee Eviction Outcomes page.

Screen

CoE PLM

1 PROFILE <

PLM APPLICATIONS ¢

AGREEMENTS <

E EVICTIONS ~

o Captutre Eviction

o Committee Qutcomes

L LEASES <
PROPERTIES ¢
&  RENEWALS ¢

i TENANTS <

Navigation Panel

Navigate
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On this screen:
e Click Eviction Committee Outcome button on the application of choice.

e You will be navigated to the relevant page.

Screen

COMMITTEE EVICTION DUTCOMES

~ entries Search

Application Application Reference
Type Number Ctnhd Date

indlividual Application Evicted Due To
Thandi Zendo e EHC2022072100001 ee0s I'Z"ul Eviction Committee Outcome

Showing 110 1 of 1 gntries Previou n -

2 2022-PLMW1.5

Committee Eviction Outcomes Page

Navigate

On this screen:
e Click on the Browse button, to upload the Eviction Document.
e Select the necessary document from your computer files.
e Click on the Open button
e The document will be attached, in 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.

Screen
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EVALUATING APPLICATION

Show 10 v entries Search:

licant
Reference Number Applicant Type Captured Date :’
1 me
- leasl 2092910712
EHC2022072100001 Individual Application Evicted Due To lllegal 2022/07/21 11:54:05 Thandi Zondo
Application Activities AM

Showing 110 1 of 1 entries Frevious - Hext

UPLOAD SUPPORING DOCUMENT/S

uBH SN Eu
Ewiction Qutcome Document Suppoing Docurment

Evaluating Application and Upload Eviction Outcome Document

| & open x| x + o
tcome?q=isUSUHGH2ET Smiial32BIYSRICYTIoU%2FE.. @ & % # O @

« « 4 ||« PMworkingon > PLM Docs v B Seach

Organize »  Mew falder - M@

TEMPLATES  ~  Name a Date medified Type :
Updated PLM fu € Eviction 2022/07/21 12:06 Chrome HTML

B This PC
2 30 Objects
| Emoeop
(5 Documents
4 Downloads
b Music
& Pictures
B Videos
% Local Disk (C)

Document

Supporting Decument

ryT— o RC =
File name: | Eviction -

Cancel

TENARTS T VyyyImmiod
Date

O TERMINATION «
Committes -Select Option =~ ¥

Outcome
T COMMUNICATION ¢

B USER MANUAL <

B Avoi ¢
Cancel Subnit

Selecting Document from Computer Files

UPLOAD SUPPORING DOCUMENT/S

Document Type Browse

Supporting Document

Eviction Outcome Document

Upload

Document Attached
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PROFILE

PLM APPLICA

AGREEMENTS

EVICTIONS

Progress

Document(s) Uploaded

Progress Popup — Documents Uploaded

Navigate

On this screen:

e Select Committee Date from the calendar picker.

Select Committee Outcome from the options provided.
e Click on the Submit button.

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

e You will be re-directed to the Committee Eviction Outcomes page.

e A Success Notification will display Eviction Granted, Outcome
Captured Successfully. Click OK to remove popup.

Screen

Committee wyyy/mmydd m *
Date

Committes -SelectOption -~ ¥
OQutcome

Cancel I Submit |

Selecting Committee Date and Outcome

Are you sure you want to submit
this application outcome?

Nao!

Confirmation Popup
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0
Success!

ROFILE

Eviction Granted, Outcome Captured Successfully

LM APPLICAT

GREEMENTS 0K |
5

VICTIONS

Mo data available in table

Success Notification — Eviction Granted

The application status is changed to Eviction granted.

A natification will be sent to the Tenant, Letting Officer and the Housing
Supervisor.

The application will move to the Housing Supervisor’s work queue.

You have now successfully completed this sub-section
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15 RECOMMEND FOR LEASE RENEWAL

After completing this sub-section, you will be able to review and action a lease
renewal

Ll

The renewal will take place when the tenant’s lease is due to lapse in the next 3
months

Navigate

On this screen:

e Click Renewals dropdown arrow on the navigation panel.

e Click on the Lease Review item.

e You will be navigated to the Tenants Renewal Applications page.
e Select Review on the application of choice

e You will be navigated to the Evaluating Application page.

Screen

il

[in}

iy

PROFILE

PLM APPLICATIONS

AGREEMENTS

EVICTIONS

LEASES

PROPERTIES

RENEWALS

© Lease Review

TENANTS

TERMINATION

COMMUNICATION

USER MANUAL

<

PROPERTY APPLICATIONS - UPDATE TENANT DETAILS

Show

0 v entries Search

No data available in table

Showing 0 to 0 of 0 entries Previous Next

© 2022 - PLM v1.5

Property Applications - Update Tenant Details
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I} I

(1]

o

)

i

PROFILE

PLM APPLICATIONS

AGREEMENTS

EVICTIONS

LEASES

PROPERTIES

RENEWALS

TENANTS

TERMINATION

COMMUNICATION

USER MANUAL

AuDIT

<

Show 10 v entries

Lease Referrence

EHC2022071100007

EHC2022081600001

Showing 1 1o 2 of 2 entries

© 2022 - PLM v1.5
<

Tenant Name

Sibusiso Emanuel
Xhakaza

Thandi Zondo

Individual
Application

Individual
Application

TENANTS RENEWAL APPLICATIONS

Application

Date Captured

2022/07/11
1:28:45 PM

2022/08/16
3:27:44 PM

Search

In Awaiting Application Lease
Renewal Review

In Awaiting Application Lease
Renewal Review

revous [ ver

Tenants Renewal Applications

Navigate

On this screen:

Select the Outcome of choice
Input a comment
Click the Submit button

A pop-up confirmation will be displayed
Click Yes, | am sure

You will be redirected to the Tenants Renewal Applications page

Screen

1

)

PROFILE

PLM APPLICATIONS

AGREEMENTS

EVICTIONS

LEASES

PROPERTIES

RENEWALS

TENANTS

TERMINATION

COMMUNICATION

USER MANUAL

AUDIT

< TENANT ACCOUNT BALANCE

<
Peposit Amedat Faid

¢ R6 803,00

COMPLAINTS AGAINST TENANT

¢ Somplaint pate m Complaint 8¥

Outcome

Comment
<

—Select Option

— Select Optiol
Not Renew

Renew for 12 months
Renew for 24 months

R3 445,00

Evaluating Application
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CoE PLM

PROFILE <
FLU APPLICATIONS < Complaintbate m —
AGREEMENTS <
EVICTIONS <

Outcome Renew for12n  ~
LEASES <

Comment *
PROPERTIES <

%
RENEWALS <
TENANTS <
TERMINATION <
Submit

COMMUNICATION <
USER MANUAL <
AupIT < © 2022 - PLM v1.5

Evaluating Application

Are you sure you want to submit
this recommendation?

Pop-up notification

- e The application will move to the Property Manager’s work queue.

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

e Be able to find useful guidelines throughout the application:

Screen

Navigate

CoE PLM

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.

USER MANUAL {

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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17 ASSESSMENTS OF SPECIFIC LEARNING OUTCOMES

Description of Learning Outcomes

Were you able to?

Yes
Tick

No
Tick

LOGIN TO PLM

CAPTURE LEASE DETAILS

GENERATE LEASE AGREEMENT

CAPTURE LEASE TERMINIATION

CAPTURING EVICTION DETAILS

CAPTURE EVICTION COMMITTEE OUTCOME

RECOMMEND FOR LEASE RENEWAL

18 NEXT STEPS

You will be required to complete the following:

Training Evaluation

EEYY
Y

Assessment
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