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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 42



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 Revenue Officer

4 LEARNING EXPECTATIONS

Understand System Concepts:
e System Login

e Capture Risk Assessment Outcome
e Validate Deposit Proof of Payment and Debit order Authority
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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 CAPTURING A RISK ASSESSMENT OUTCOME

3 VALIDATE DEPOSIT PAYMENT

4 VALIDATE DEBIT ORDER

5 REVIEW LEASE TERMINATION AND VALIDATE ACCOUNT

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 Revenue 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.

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

¢ You will be navigated to the Deposit Payments 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

-

L  pROFRE perce” pavuInTy
W ANANCIALS

INSPECTIONS Applicent Name ! Aooicamon Type Ao atian Baterence Marber Appicaron Created Date Tratas btoe
(] TERMINATION

COMMUNICATION roemy ey .

£ ustm manuAL

.

g AUOIT

Deposit Payments Page

You have now successfully completed this sub-section
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10 CAPTURING A RISK ASSESSMENT OUTCOME

After completing this sub-section, you will be able to view the application and
capture the risk assessment outcome.

Navigate

On this screen:
e Click Inspections dropdown arrow on the navigation panel.
e Click Risk Assessment

e You will be navigated to the Risk Assessments and Submitted Lease
Applications page.

Screen

% CoE PLM

b PROFILE <

D4 FINANCIALS <

= INSPECTIONS v

Risk Assessment
=

©  TERMINATION <

= COMMUNICATION <

[f

USER MANUAL <

)

AUDIT <

Navigation Panel

Navigate

On this screen:

e Under Risk Assessment Application sub-heading, it will display all
customer applications that are in Awaiting Risk Assessment Outcome
status.
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¢ Click the Assess button on the application of choice.

e You will be navigated to the Application Details.

Screen

RISK ASSESSMENT AFPLICATIONS

Show 10 w ERlries

Search
: Application Application Relerence Application
licant Mame
Lo : Sraatsd fats
Betty Individual EHEAB330T 3008001 2022707720 9:02:57 Awaiting Risk Assessment .
Masekwamens Anplication WL e AM Qutcome | !
. z Individual EHC2022072100001 2WIATFA Awadling Risk Assesiment ;
handi Zondo 1C2022072100 ASEES
Application - 11:54:05 A Qutcome |

Shawing 119 2 of 2 entries Pra - Ml

SUBMITTED LEASE APFLICATIONS

Show Ll w enlries

Search
fistiiame | S Feses fefsrmes o m_“
Ziphelele individisal EHC2022071100003 OZZOTAN 124235 Awalting Risk Assessment
Buje Application L20210,110 PM Outcome

Shawing 11a 1 of 1 entries Fre - Maxt

Risk Assessments and Submitted Lease Applications Page

Navigate

On this screen:

¢ You will have an overview of the Application Details page presented,
with Risk Assessment Response and Risk Assessment Documents.

e Click on the View button

e You will be navigated to the Application page.

Screen
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APPLICATION DETAILS

Applicant

Application Type ‘ Status ’ Action

Application Reference Application Created
Name No. Date
Individual 2022/07/21 11:54.05 Awaiting Risk Assessment
Thandi Zondo EHC2022072100001 View
Appilication AM Quicome

Risk Assesment Response

First Name Legoabe Official Number*

Last Name Dimakatso Date Stamp 2022/07/21 3:13:59 PM
Outcome* — Select Optic v
Comment

Application Details/ Risk Assessment Response Page

Navigate

On this screen:
¢ You will have an overview of the following sections:
- Application Information
- Unit Space Type
- Matched Unit Details

e Click Next to proceed to the Applicant tab.

Screen
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E Appilication [2] mistory

Applicantion Information

ADpication Reference EHCIOEI0TE 100001
MO
Application Type individual Applcation Application Date HEFROTA
Unit Space Type
House Reguined 3 Bedroom

Prefened Dretvilhe ANpo Pk
CompleaAes

Matched Unit Details

Space/Unit Namber Complex/Buiding Uit Mot Mailched
HName
Physical Address Lindl Mot Maiched Suburt Uit Mot Malched
Geo-Location Uindl Mol Maiched Fostal Code Unit Mol Maiched
Letlimg Reguirements Lirsl Meod Maiched

-

Application Tab

Navigate

On this screen:
¢ You will have an overview of the following sections:

- Applicant Information
- Applicant Current Address
- Applicant’s Income Details

e Click Next to proceed to the History tab.

Screen
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Applicant Information

Mame of Appiicant Brs & Masnd 1D Mo, of Appicand BN ZZIaaa0EY
Maticnairty South Adrian
Collbes  OT255530M WorkHo | O
O Mol OF 2SN Fi Adiead oy Phadare € nahuieri goe oa

Applicant Current Address

Prpsicy 118 cenfrepoint 3 market sireet Subast 118 penfrepoint 3 marke] sinest Postal Code 1458
Address

Applicant's Income Details

SFOAS Iin G MO0 O P el e

[=1

Applicant Tab

O 20X2 - PLM

Navigate

On this screen:
e You will be able to view all Property Application History details, such as:

- Actioned By
- Action Description
- Time Stamp

e Click Next to proceed to the Documents tab.

Screen
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Actioned By

Searcn

Time Stamp

Property Lease Management appication captured by the

applicant By Thandi Z Kurhuseni Housing

Email Sent From Sy © Back Office. Ema# Content

You have successfully captured your appacation, It Is

Miss Thandi Zonoo

currently In Awsiting Re.-Upload of ents siatus
Reference Number EHC2022072100001. Piease Login

and action

Miss Thandi Zondo
o18* TO "Awaeing Risk Assessment Ouicome

Miss Thandi Zondo

History Tab

Status Changed From "In Awarting Re-Upioad

2022/0772% 11 5406 AM

12 10 38 P

17/21% 12 1039 PM

2% 12 10 39 PM

P022/07/2% 12 10 39 PM

Navigate

On this screen:

by the applicant.

You will are able to view all attached documents that have been uploaded

e To view a document, click on the Download button.
e Futher down the page, click on the Close button.

e You will be re-directed to the Applicantion Details page, whereby you
can provide a Risk Assessment Response.

Screen
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PROPERTY APPLICATION DOCUMENT/S

Adcsional mentaton
o - 5 . Download Jploaced 11
AmMmacavn
T T——— Download Iproa: n 2022-07-21 12.10.41
Three (3) months
g Statemant : = 5
AR Saaeme Downioad Uploaded On 2022-07-21 12 10 40
Proot of employment
O EIRoN O Smpicye, Download Jpioacec On 2022-07-21 12 10:40
- o Download ace 1
b e . o Download aces On
Proof of Resicential Aocress D woad 5 41

isk Assessment Supporing Documend

Addiional Documant Aganional Documeniaton

EXITINSFECTION DOCUMENTIS

Dacument Type Lifk Description

Compisted Exit Insection Document Exil Inzpection

Adafional Documen Addbional Datumentalion
Chige Prgvadies M

& 2072 - FLM

Documents Tab

e The Comments field is mandatory to complete when the Rejected
| Outcome was selected.

\ /
- - o The Applicant will be notified of the Risk Assessment outcome that their
A=A application was unsuccessful based on reasons submitted on the

comment section.

Navigate
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On this screen:

Under the Risk Assessment Response, you will need to:
e Capture the Official Number
e Select an Outcome, such as Approve.

e Input a Comment (If applicable)

Screen

APPLICATION DETAILS

Applicant Name Application Type Application Reference No. Application Created Date Status Action
Thandi Zondo Individual Application EHC2022072100001 2022/07/21 11:54:05 AM Awalting Risk Assessment OQutcome ‘ View |
Risk Assesment Response

First Name Legoabe Official Number*
Last Name Dimakatso Date Stamp 2022/08/08 11:57:16 AM
Outcome* - Select Option-

Comment

Risk Assessment Response

The process to upload Additional Documentation, will be the same as Uploading
the Risk Assessment Document.

Navigate

On this screen:

¢ Under the Upload Risk Assessment Documents sub-section, click
Browse

e Select the necessary document from your computer files.
e Click on the Open button

e The document will be attached. (The document name will reflect in the
document coloumn)

e Click Upload to proceed with the upload.
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¢ 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.

e Click on the Submit button

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

e You will be re-directed to the Risk Assessment Applications page.

Screen

UPLOAD RISK ASSESSMENT DOCUMENT!S

e s e ]

oL A Suppeting Docurman
Completed Risk Assessment Document i

Browsa Additiceial Documentatisn

Additional Document

Upload Risk Assessment Document/s

Selecting Document from Computer Files
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UPLOAD RISK ASSESSMENT DOCUMENTIS

Document Type Browse Document

Risk Assessment Doc pdf
Supporting Document

Browse

Complated Risk Assessment Documeant

- Browse Additional Documentation
Additional Document b

Documents Attached

Progress

PROFILE
Dacument(s) Uploaded

m FINANCIALS

™ INSPECTION:

©  TERMINATION L

B COMMUNICATION <

Progress Popup — Documents Uploaded

UPLOAD RISK ASSE SSMENT DOCUMENT/S

Document Type Docurment

x 1 Risk Assessment Doc pdf x
Browse |
it "

Complated Risk Assessment Document

1
Addtional Document Browse | Asstcas Documentabon

Uploaded Document

Are you sure you want to submit
this risk assessment?

Confirmation Popup
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RISK ASSESSMENT APPLICATIONS

Show 10  w entries Search:
ication Created
| Risk Assess
Batty Masekwameng ndividua EHC2022072000001 2022/07/20 9:02:57 AM Awalting Risk Assessment
Application Outcome
Showing 1 to 1 of 1 entries Previsus

SUBMITTED LEASE APPLICATIONS

Show 10  w entries

Search:
EEEs e e e T
Ziphelete Buje Individual Application EHC2022071100003 202207111 124235 FM Awaiting Risk Assessment Qutcome

Showing 1 to 1 of 1 entries Previous

Risk Assessments/ Submitted Lease Applications Page

| e The Customer will be notified via email that their application has been
N approved for risk assessment. The application has been placed in the
waiting list for available unit offers. They will be notified once matched.

e The application will be moved to the applicant.

You have now successfully completed this sub-section

Page 22 of 42



11 VALIDATE DEPOSIT PAYMENT

After completing this sub-section, you will be able to validate the deposit proof of
payment.

Once the applicant has uploaded the proof of deposit payment, you are required
to validate the proof of payment.

The application status will be Awaiting Deposit Payment Validation.

Navigate

On this screen:
e Once logged in, you will be on the Deposit Payments page.
OR

e Select Deposit Payments under the Financials item on the navigation
panel.

e You will be navigated to the Deposit Payments page.
e Click the View button on the application that needs to be validated.

¢ You will be navigated to the Attached Documents page.

Screen

%/ CoEPLM

1 PROFILE

;B FINANCIALS v
i Deposit Payments

B Debit Order

= INSPECTIONS
(] TERMINATION
| COMMUNICATION
B USER MANUAL

B AubIT

¢

¢

<

DEPOSIT PAYMENTS

Show 10 v entries Search:

Applicant Name T Application Type Application Reference Number Application Created Date m

. } _ Awaiting Deposit Payment .
Shevek Poonsamy Individual Application EHC2022082300008 2022/08/23 9:09:30 PM Validati View
alidation
Showing 1101 of 1 entries revious - fext

©2022-PLM V1.5

Deposit Payments Page
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Navigate

On this screen:
e Under Evaluating Applications sub-section, click on the View button.
e This gives you access to view information on the application, such as:

- Application Details
- Applicant Details

- History

- Documents

Screen

EVALUATING APPLICATION

m - S :“- -

Evaluating Application

e Rejecting the deposit proof of payment , will retain the Application Status
to Awaiting Deposit Payment Validation.

A=A e The customer will get a notification to reload or fix the document.

Navigate

On this screen:

¢ Under Attached Documents sub-section, clicking on the Download
Documents name, allows you to view the proof of deposit payment.

e Input a Comment in the text box.

e Select Status as Approved (approving of the proof of payment).
e A popup notification will display: Document Actioned.

e Click Ok to remove popup box.

e Select Approval Status As Approved to proceed with the application
process.

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

¢ You will be re-directed to the Deposit Payments page.

Screen

ATTACHED DOCUMENTS

Document Download Document | Description Status

Proof Of I Deposit Proof of Payment. pdf ! For Rental Deposit, R7 929,70 uploaded
Payment plos n -UE- Amount Required

Select status v

Attached Documents

Progress

41 PROFILE

Document Actioned
m FINANCIALS

=  INSPECTIONS

O TERMINATION {

Progress Popup — Document Actioned

Approval Status* - SelectOption=

- Sebect Oplion -

Approve
Reject

Final Approval

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

Nt

Confirmation Popup
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1 PROFILE ¢

DEPOSIT PAYMENTS
3 FINANCIALS <

Show 10~ entries Search:
= INSPECTIONS <

Applicant Name 1 Application Type Application Reference Number Application Created Date Status Action
©  TERMINATION ¢

No data available in table
T COMMUNICATION ¢

Showing 0to 0 of 0 entries Previous  Next

Bl USER MANUAL ¢
B auoim
®2022-PLM V1.5
Deposit Payments Page
| e The Customer will be notified via email that their deposit payment has
N7 been validated and approved.
AN e The application will move to the Community Development Officer's work
queue.

You have now successfully completed this sub-section

Page 26 of 42




12 VALIDATE DEBIT ORDER

After completing this sub-section, you will be able to validate the debit order.

Once the customer has given debit order authority, you are required to validate
and upload the signed debit order form.

- - The application status will be Debit Authority Form Generated.

Navigate

On this screen:
e Click Financials dropdown arrow on the navigation panel.
e Click Debit Order

¢ You will be navigated to the Submitted Applications page.

Screen

3 5 PROFILE <

FINANCIALS -

Deposit Payments

(]

Debit Order

i

= INSPECTIONS <

o TERMINATION <

il

COMMUNICATION <

0

USER MANUAL <

8 AUDIT <

Navigation Panel

Navigate
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On this screen:
e Click the Debit Order Validation button on the application of choice.

e You will be navigated to the Generate Debit Order Authority page.

Screen

CoE PLM

1  PROFILE ¢
SUBMITTED APPLICATIONS
m FINANCIALS 4
show 10 v entries Search:
= INSPECTIONS <

Jlicant N lication T Application Reference Application Created
icant Name lication
©  TERMINATION ¢ Appl App ype -~ Data
T COMMUNICATION ¢ SHEVEK Individual 2022/08/28 7:03:53 Debit Authority F
nalvidua EHC2022082800004 / ! ot Authonity Form Debit Order Validation
POONSAMY Application Generated

B USERMANUAL ¢

SHEVEK Individual 2022/08/28 7:10:26 Debit Authority Form .
- EHC2022082800005 Debit Order Validation
B auom . POONSAMY Application PM Generated
SHEVEK Individual 2022/08/28 7:37:24 Debit Authority Form .
. EHC2022082800008 Debit Order Validation
POONSAMY Application PM Generated L

Showing 1to 3 of 3 entries Previous - Nex

©2022-PLM V1.5

Submitted 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 Click on the View button in the Document column.

e The Debit Order form will be downloaded to your computer files for your
viewing.

o After viewing the document, select the Approve option next to Signature.

Screen
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CoE PLM

PROFILE

FINANCIALS

INSPECTIONS

TERMINATION

COMMUNICATION

USER MANUAL

AuDIT

EVALUATING APPLICATION

show 10 v entries

Search:

Reference Number 1 Applicant Type Status Captured Date Customer Name Action

EHC2022082800004

Showing 110 1 of 1 entries

GENERATED DEBIT ORDER AUTHORITY

Individual
Application

Document Type Document

Debit Order

DEBI CHECK REGISTRATION CONFIRMATION

Debit Authority Form
Generated

2022/08/28 7:.03:53 Mr SHEVEK
PM POONSAMY

View

Signature - Select Option - ~

Ekurhuleni Housing Company

Ekurhuleni Housing Company (SOC)

T: +27 (0) 11 825 0158/0151 « F: +27 (0) 86 425 5030 + E: info@ehco.org.za

Name of Applicant : SHEVEK POONSAMY

Unit no

Reference no.

1D no.

Rent amount

Hanover Building, Cnr Hendrick Potgieter & 7th Ave, Edenvale
W: www.ehco.org.za

€025, AIRPORT PARK

; EHC

; 9902115360081

. sashingoo@gmail.com

0715537239

ber. FNB, 10000000000

. R2519,96

Debit Order Authority

Navigate

On this screen:

Click on the Browse button, to upload the Signed Debit Order.

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.

¢ 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.
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Screen

UPLOAD SIGNED DEBIT ORDER

Signed Debit order

Debit Order

Approval
Status

©2022-PLM V1.5

- Select Option - v

Selecting Document from Computer Files

UPLOAD SIGNED DEBIT ORDER

— N

Debit Order Authority Form.pdf

Dabit Order

o |

Signed Deta anger

Documents Attached
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Progress
'ROFILE

Document(s) Uploaded
INANCIALS

NSPECTIONS

'ERMINATION 4

Progress Popup — Documents Uploaded

UPLOAD SIGNED DEBIT ORDER

Document Type

_ Debit Order Authority Form.pdf x
Browse
Dirbyit Ordir i Segnad Debit orcer

Uploaded Signhed Debit Order Form

Under Approval Status, if Reject option is selected:
¢ Itis mandatory to input a Comment.

AN e System retains the application status as Awaiting Debit Authority and will
notify the Applicant of the rejection.

Navigate

On this screen:
e Select Approval Status
e Click on the Submit button.

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

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

Screen

Approval
Status

- Select Option - w
- Select Oplion -
Approve

Réject

& 2022 - PLMv1.3

Final Approval Status
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Are you sure you want to submit
this debit order?

Confirmation Popup

SUBMITTED APPLICATIONS

Show 10 w entries Search:

licant Name lication T ication Reference Number ication Created Date Status Action
& ype i :

Mo data available in table

Showing 0 16 0 of 0 entries

@ 2022- PLMv1.3

Submitted Applications Page

- The Customer will be notified that the debit order authority has been approved.

You have now successfully completed this sub-section
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13 REVIEW LEASE TERMINATION AND VALIDATE ACCOUNT

After completing this sub-section, you will be able to review the lease termination
and validate the account.

Once the Letting Officer has captured the Lease Termination, you are required to
review and validate the account upon Lease Termination.

- - The application status will be Termination Due To Tenant Notice.

Navigate

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

¢ You will be navigated to the Tenants Application Termination page.

Screen

1 PROFILE <

a= FINANCIALS <

= INSPECTIONS <

n TERMINATION v

Terminations

(1}

= COMMUNICATION <

USER MANUAL <

(%

(%

AUDIT <

Navigation Panel

Navigate
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On this screen:
e Click Account Validation button on the application of choice.

e You will be navigated to the relevant page.

Screen

TENANTS APPLICATION TERMINATION

Show 10w entries Search:

fease Refemenceo. 1 Application Type __
Individual 2022/07/11 12:37:16 Termination Due To Lease Not .

EHC2022071100005 Dube Macsean o Account Validation
Application PM Renewed

Individual 2022/08/11 2:26:15 L . _
EHC2022072100001 Zondo Thandi o Termination Due To Tenant Notice Account Validation
Application PM

Showing 1 to 2 of 2 entries Previous - Next

©2022-PLMv1.5

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 Tenant Account Balance, such as:

- Deposit Amount Paid
- Amount Due
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Screen

ECVALUATING APPLICATION

Show 10w entries Search
_ Customar "
Reference Number Applicant Type Slatun Captured Daie Action
EHCI073073100001 ndividual Praparty Lease Application 202270721 11:54:05 Thard! Zanda -
Application Completed am
Shorwineg 1 1o 10f 1 entries o - e

TEMANT LEASE DETAILS

= coms | v | o
EHCIO2 0072100001 Adividusl Application Termiration Dus Ta Tendat Molice 2022/08/1 2:26:15 PM Thasnidi

TEMANT ACCOUNT BALANCE

Deposite Amourd Pakd Amound Dus

H7 929,00 Ra 450,00

Evaluation Application, Tenant Lease Details and Tenant Account Balance

Navigate

On this screen:
e Click on the Browse button, to upload the Financial 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
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UPLOAD FINANCIAL DOCUMENTS

Document Type Document

F I B it
Financial Supporting Doecument inancial Documen

Browse Additional Documentation
Additional Document

Upload Financial Documents

+ Fllimpdingan = PUM D w | & arch BLIAE o Fiym TEwelli IraPy LR 3 Tl VR St | SO0 T TG0 o TWHIGE a @ & W 0 n i

{

[ vbens Browne Rt
e Local Bk i)
B e, AL L3

L Rl ] ikl Wiy w

$1m‘+I e :
Selecting Document from Computer Files

UPLOAD FINANCIAL DOCUMENTS

Document Type Browsa Document

& Financial Support Documents. pdf
rowse
Financial Supporting Document N Financial Document

. Browse Additional Documentation
Additional Document .

Documents Attached

Progress
PROFILE

Documnent(s) Uploaded
FINANCIALS

INSPECTIONS

TERMINATION i

Progress Popup — Documents Uploaded
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UPLOAD FINANCIAL DOCUMENTS

Document Type

| Financial Supgort Documents.pdf x

Financial Supporting Document Financial Document

Browse Addit Bocu
Additional Document onal Documentation

Uploaded Financial Document

Under Approval Status, if Reject option is selected:
¢ Itis mandatory to input a Comment.

2L I\ e System retains the lease application status and will not notify the Housing
Supervisor.

Navigate

On this screen:
e Select Approval Status
e Click on the Submit button.

¢ 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 Tenants Application Termination page.

Screen

Approval - Select Option - w

Status

Final Approval Status

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

Mot

Confirmation Popup
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TENANTS APPLICATION TERMINATION

Show 10  w entries Search:

fessefefemenca e | Application Type __
Individual 2022/07/11 12:37:16 Termination Due To Lease Not

EHC2022071100005 Dube Macsean o Account Validation
Application PM Renewed

Showing 1to 1 of 1 entries Previous - Next

© 2022 -PLM v1.5

Tenants Application Termination Page

N~/
- - The termination notice will move to the Housing Supervisor’s work queue.
71\

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.

i}

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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15 ASSESSMENTS OF SPECIFIC LEARNING OUTCOMES

Description of Learning Outcomes

Were you able to?

Yes
Tick

No
Tick

LOGIN TO PLM

CAPTURING A RISK ASSESSMENT OUTCOME

VALIDATE DEPOSIT PAYMENT

VALIDATE DEBIT ORDER

REVIEW LEASE TERMINATION AND VALIDATE ACCOUNT

16 NEXT STEPS

You will be required to complete the following:

Training Evaluation

o |_¢§2|

Assessment
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