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Dear Valued Customer,

HD

Greetings from HD Property Management DMCC.

Thank you for choosing us as your property manager. We are pleased to inform you
that our Client Relationship Management software is now officially released, which will
definitely make your investment journey easier. Our goal is to serve you better, and the
following guideline is about how to use the CRM.

LOGIN PAGE:

You can visit the website in 2 ways.

1. crm.propertybutlers.ae

2. Or go to our website in www.propertybutlers.ae then click “client portal”.
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Knowledge Base Login

PLEASE LOGIN

Email Address

Password

Remember me

LOGIN

Forgot Password?

CUSTOMISE YOUR PROFILE:
You can click your NAME on the

right top bottom to select your preferred language and

complete your profile, and you have the option to change your password in this field.

Note: Your First-time login details will be given by our ADMIN, so we recommend you
to change your password after login.

Projects

Projects Summary

6

Not Started In Progress

25

Knowledge Base  Projects  Account Summary Invoices  Contracts

Estimates  Proposals  Service Request| g JACKIE CHAN ~

Profile
Company details

Announcements

Language?  gyctem Default

Logout English

Chinese
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GENERAL MENU BAR
In the general menu bar the client is able to check the general invoice, contract or

proposal,especially for the owner who has multi properties, this panel will show the

total figures.

HDZ

[
Knowledge Base  Projects  Account Summary Invoices Contracts Estimates  Proposals  Service Request ﬂJACKIECHANv

Knowledge Base
We are collecting all useful information to benefit our client and we keep fill the

information of specific knowledge about Dubai real estate here. It is recommended for

you to always visit here.

(<] (] —
Knowledge Base | Projects ~ AccountSummary  Invoices Contracts  Estimates  Proposals  Service Request &M JACKIE CHAN ~

Search Knowledge Base Articles

. [==]

[0 Dubai Utilities 7
This group has all informations related to DEWA, Intemet. Gas and cooling

O Ejari4
[ Dubai Real Estate Rental Laws 7

[0 DMCC Informations 2

HOW TO CHECK YOUR PROPERTY
Once you login the CRM, you can visit your property by clicking the “PROJECTS” on
the top, where shows all your properties managed by HD.

(=] o .
Knowledge Base AccountSummary  Invoices  Contracts  Estimates  Proposals  Service Request 4@ JACKIE CHAN ~

Projects

Projects Summary

6 0 0 0 0 0
Not Started In Progress For Sale Rented For Rent Fi
25 ~
Project Name Location Property No Management Contract Start Date End Date Status
Off Plan Supervision  The 8 (Dubai - Palm Jumeirah - The Crescent) 200008 2017-01-01 2018-01-01
Tenancy Management  Burj Khalifa Tower (Dubai - Downtown Dubai - Bur] khalifa Area) 88008 2018-05-02 2019-05-01 [ ]

Property Management  The Nest (Dubai - Al Barari) 2002 2017-05-05 2018-05-04 ‘ No ‘
Tenancy Management  Rimal 1 (Dubai - Jumeirah Beach Residence - Rimal) 1606 2018-01-01 2018-12-31 ]
Tenancy Management  Jumeirah Bay X1 (Dubai - Jumeirah Lake Towers - Jumeirah Bay Towers) 903 2018-03-01 2019-02-28 ]

2018-08-01

Off Plan Supervision  Gemini Splendor (Dubai - Mohammad Bin Rashid Gity) 108 2017-01-01




PROJECT MENU BAR:
Here is the menu bar where you can track your property finance report, tasks,
milestones, and check your documents any time anywhere. We will explain you how

each menu works one by one. Stay with us.

Knowledge Base  Projects  Account Summary  Invoices  Contracts  Estimates  Proposals  Service Request n JACKIE CHAN ~
Property Management
£22 Project Overview @ Tasks O Timesheets o Milestones $ Folders. |+ Gantt View [X Service requests 1 Activity Accounts v
07364 DAYS LEFT 0/28 OPEN TASKS @ auikding Management company

0% 100%

FINANCE REPOR

Contact Person

Contact Email

Property Value AED: 12,000,000.00 Mabile
Annual Rent AED: 540,000.00 Landline
Income AED: 0.00 Annual Service Charge Amount AED: 0.00

Service Charge Calendar Date

UTILITY DETAILS

Rental Deposit AED: 20,000.00

Reserve Fund Deposited AED: 17,000.00

Reserve Fund Remaining AED: 6,000.00
) . DEWA Premise Number
Utility Deposit AED: 9,000.00
DEWA Account
Billed Expenses AED: 44,670.00
DEWA Business Partner No
Unbilled Expenses AED: 0.00
Intener Provider
Total Expenses AED: 44,670.00 Internet Aceount

Net Income AED: 495,330 00 Cooling Provider
Gross ROI 45% Cooling Account
NetROI 413% Cooling Contact No
Cooling Contact Email
PROJEC MANAGMEMENT DETAILS
Service Type Property Project Progress PROPERTY DETAILS
Management
Location The Nest (Dubai - Al Barari)
Payment Status Paid
Property No. 2002
Status Not Started o,
0 /0 Area Sq.ft 7462
Date Created 2018-05-08
Area sqm 693
Management Contract 2017-05-05
Start Date Title Deed Shares 100%
Management Contract End ~ 2018-05-04 Plot# 11403
Date
Community AL BARARI
Power Of Attorney Duplicate
Properties Bedroom 4BR
Keys With Tenant Bathroom 5
Access Card With Tenant Property Value 11999385
w No. of Parking 4
wr
Developer AL BARARI
[ — Internet Provider Du
Tenant Name Adele

Tenant Email adele@yahoo.com

Tenant Phone +971 55 9898 222

Contract Period To 2017-05-30
Contract Period From 2018-05-29
Annual Rent 540000
Contract Value 540000
Rental Deposit Amount 20000

Mode Of Payment —3K=E One cheque

Rent Deposit Status Hold by owner
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1. Project Overview and Finance Report

232 Project Overview @ Tasks ® Timesheets o Milestones @ Folders l#* Gantt View B Se

overvicw (o

0/ 364 DAYS LEFT 0/ 28 OPEN TASKS O

(WP S——

100%

0%
FINANCE REPORT - -

Property Value AED: 12,000,000.00
Annual Rent AED: 540,000.00 -
Income AED: 0.00 .

Rental Deposit
Reserve Fund Deposited
Reserve Fund Remaining
Utility Deposit

Billed Expenses

Unbilled Expenses

Total Expenses

AED: 20,000.00
AED: 17,000.00
AED: 6,000.00
AED: 9,000.00

AED: 44,670.00

AED: 0.00

AED: 44,670.00

Net Income AED: 495,330.00
Gross ROI 45%
Net ROI 4.13%

e .

The overview panel shows you how many days your property management contract
left and the status of all the tasks.

Financial report is a general financial report of your project, which records your
yearly rent, incomes, (any income, like any furniture sold etc.) rent security deposit,
total maintenance reserve fund deposited and remaining balance, also all your
property expenses is recorded in the categories of paid and unpaid. So in this report it
shows you how much is your net income during the period.

The calculate of the finance follows the way of:
For property management : annual rent + income — total expenses = net income;
For tenancy management: annual rent + total expenses - income = gross cost.



2. Project Management Details

PROJECT MANAGMEMENT DETAILS

Service Type Property Project Progress
Management
sne ghbasns

Payment Status Paid

P eppes s e
Status Not Started o)

46% —_—

Date Created 2018-05-08

Lo L
Management 2017-05-05
Contract Start Date L L
Management 2018-05-04 e @

Contract End Date

T T L)

Power Of Attorney Duplicate

Properties L N
Keys With Tenant A —
Access Card With Tenant Tooopmen ity Lgten

In this panel you will easily find out your property status.(in progress, rented or for rent)
It reminds you when your management contract will be expired and also shows the
status of the KEYS and ACCESS CARD.

3. Tenancy Information

TENANCY INFO

Tenant Name Adele

Tenant Email adele@yahoo.com
Tenant Phone +971 559898 222
Contract Period To 2017-05-30
Contract Period From 2018-05-29

Annual Rent 540000

Contract Value 540000

Rental Deposit Amount 20000

Mode Of Payment —5K37 2 One cheque
Rent Deposit Status Hold by owner

In this panel you will find out the major information of your tenancy agreement.



4. Property Details

PROPERTY DETAILS

Location
Property No.
Area Sq.ft

Area sq.m

Title Deed Shares
Plot #
Community
Bedroom
Bathroom
Property Value

No. Of Parking

Developer

The Nest (Dubai - Al Barari)
2002

7462

693

100%
11403

AL BARARI
4BR

5
11999985
4

AL BARARI

In this panel, you can instantly check your property details.

5. Utility Details

UTILITY DETAILS

DEWA Premise Number
DEWA Account

DEWA Business Partner No
Intener Provider

Internet Account

Cooling Provider

Cooling Account

Cooling Contact No

Cooling Contact Email

In case you forget your DEWA premises number, this panel will link to our Chinese
web portals in the future. If the property is vacant, it can send details to the linked
portals and generate listing for rent or for sale.
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6. Building Management Details

BUILDING MANAGEMENT DETAILS

Building Management Company

Contact Person

Contact Email

Mobile

Landline

Annual Service Charge Amount

Service Charge Calendar Date

In this panel you can find the details of the building management.

TASKS-TIMESHEETS-MILESTONES

221 Project Qverview| @ Tasks @ Timesheets o Milestones & Folders [+ Gantt View = Service requests 1 Activity Accounts ~

14701 Before Leasing ERICE Viewing Record ¥ HAjE During Leasing
Logged Time: 00:00 Logged Time: 00:00 Logged Time: 00:00
3 J=HiEjari Ejari Registration

-

R A S =

Status: Complete Status: Complets Status: Complete

Start Date: 2018-05-08 - Due Date: 2018-05-12 Start Date: 2018-05-08 - Due Date: 2018-05-11 Start Date: 2018-05-08 - Due Date: 2018-06-28
1244F4=Rent Evaluation EsI=se=E = Prime Places Real Estate I BT Move-inlnspection

Status: Complete Status: Complete Status: Complete

Start Date: 2018-05-08 - Due Date: 2018-05-17 Start Date: 2018-05-08 - Due Date: 2018-05-11 Start Date: 2018-05-08 - Due Date: 2018-06-28
EE= =i B 4h=E = Drime Places Real Estate ZesiA: Kays Hand-over

Status: Complete Status: Complets Status: Complete

Start Date: 2018-05-08 - Due Date: 2018-05-11 Start Date: 2018-05-08 - Due Date: 2018-05-11 Start Date: 2018-05-08 - Due Date: 2018-06-28

Task, milestone and timesheet are all related. You can click the tasks to check the
current status of your property, which will show as complete, in progress or not started
tasks. Some are fixed task such as move-in inspection, some tasks are depending on
actual result such as viewing record or maintenance.



FOLDERS

22 Project Overview @ Tasks Timesheets o Milestones

@ Folders

CREATE FOLDER

Subject

£ Tenant Details

. Contract
3B E Inspection report

k3T Building Management coordinate

e s

EE5UHIE Invoice & Receipt

I+ Gantt View [H Service requests ¥ Activity Accounts -
Last Activity Total Files
3 days ago 0
No Activity 0
No Activity 0
No Activity 0
No Activity 0
No Activity 0
No Activity 0
No Activity 0

This panel is very important, regarding our service, because we back up all the related
documents for your property, where you can visit any time to check your title deed,
inspection report, all third parties receipt etc. You will never worry about missing any

documents any more.

GANTT VIEW

222 Project Overview @ Tasks @ Timesheets o Milestones @ Folders

& Property Management
19 20

T W
W=+ EF Receive Inspection
=L Rent Evaluation
B E @158 HD Photo Shooting
1B ERIEMRS Targeting Market Report
ik + /14 & Broker Selection Report
SEFRIEET-/) 55 = Casa Nostra Real Est

A7 A Before Leasing

A Eig# Viewing Record

|~ Gantt View [R Service requests ! Activity Accounts ~

2018

21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12

T F S s ™MTWTF S SMTWTFS SMTWT

13 14 15 16 17

F's §s M T

Gantt view, similar to task calendar, is easier for client to view the exactly dates and

tasks.



SERVICE REQUESTS

Property Management

£22 Project Overview O Tasks @ Timesheets

25 v
Request # Subject
#9 Maintenance AC 452214

Showing 1to 1 of 1 entries

f Milestones ¢ Folders |+ Gantt View [= Service requests ! Activity Accounts «

Department Project Service

INSPECTION Property management

Priority Status Last Reply
High m No Reply
Previous Next

In this panel you can request directly to our property manager for this specific property.

Knowledge Base  Projects

OPEN NEW REQUEST

Subject

Register DEWA Account

Project

Property management

Department

ADMINISTRATION

Account Summary  Invoices  Contracts  Estimates

Priarity

- High

Ticket Body

Please help me to register my DEWA account. Please let me know how long it will take and how much will it cost?

Attachments

Browse... | No file selected

o
Proposals  Service Request ﬂ JACKIE CHAN ~

Just write down your request content and send, isn't it easy?




ACCOUNTS: INVOICES & EXPENSES

Property Management

@ Timesheets o Milestones

@ Folders

| Gantt View

>

of EMPOWER Activation ZIREUES I8

£ Project Overview & Tasks

25 E‘

Invoice # Subject
INV-000180 Receipt
INV-000145

INV-000158

INV-000182| uUnread

Property Management Fees FIE L E%
Property management fees

Plumbing Maintenance Tk EE4&E

INV-0001 79 Parking
INV-000184| uUnread NBD Ba

Access Card &+

nk Card Application t£#NBDR T+

INV-00018

INV-000183| Unread

Maintenance and Cleaning A f:

Cleaning service

INV-000177

INV-000178

Bulbs Maintenance &%

TEER

AC Maintenance Zi@E &2

Show to 10 of 10 entries

ing 1

IR Service requests

1 Activity

Accounts ~

Expenses
Project Dat
Reserve Fund
Property management 201 3,325.00
Utility Deposit
Property management 201 28,350.00
Income
Property management 2018-05-23 2018-06-22 5,000.00
Property management 2018-04-11 2018-04-15 850.00
Property management 2018-03-03 2018-03-07 550.00
Property management 2018-05-05 2018-05-15 2,000.00
Property management 2018-06-20 2018-07-20 8,900.00
Property management 2018-05-04 2018-05-10 550.00
Property management 2018-04-15 2018-04-23 677.25
Property management 2018-06-20 2018-07-20 850.00

Amoul Status

Previous - Next

In INVOICE & EXPENSES, you are able to check the paid and unpaid invoices and all
the expenses, which are recorded.

O Timesheets f Milestones

£ Project Overview @ Tasks
5

Category Amount
Maintenance Service 4 8900.00

PRS

Painting Service B/}{&#  645.00

£

Maintenance Service 4  850.00

ks

Open Bank Account$877  2000.00
FP

Air Condtion 3325.00
Air Condtion Z; 850.00
Property Management 27000.00
EERE

Security Service ZER 550.00
=

Cleaning Service & 550.00
£

Name

Maintenance and Cleaning A {Z&]
E= it

Bulb Maintenance /T E{F15
Plumbing Maintenance Tk EiE4

&

NBD Bank Card Application {&73
NBDfRIT+

Receipt of EMPOWER Activation Z
BRESlE

AC Maintenance ZigEE4(F
Property Management Fees =
=

Parking Access Card Application
FiBEETF

Cleaning service EE&FERSE

@ Folders

L Gantt View

Expense Receipt

Totle Maintenance Fees before Move in A
EEEECE pdf

Receipt voucher TPC &&f

pdf

Receipt of Plumbing Maintenance Tk EiE&E
BIBUIR pdf

Receipt of NBD Bank Card Application NBD
RITF DR pdf

Receipt of EMPOWER ActivationZ=7
W pdf

Receipt of AC plubing maintenance Z:
EHFEE pdf

Property Management Receipt L%
IiE pdf

Parking Access Card Receipt =
iE.pdf

Cleaning service ==& 5 S pdf

ER Service requests

Date

2018-03-08

2018-04-05

2018-04-11

2018-05-05

2018-03-01

2018-04-11

2018-05-08

2018-04-08

2018-05-04

! Activity

Accounts +

Invoices

d |
Payment

Inve  Reserve Fund
INV- Utility Deposit

Income

=

INV-000182

INV-000184

INV-000180

INV-000178

INV-000145

INV-000179

INV-000183

Mode

Cheque

Cheque

Bank Transfer

Cash

Bank Transfer

Bank Transfer

Bank Transfer

Cash

Cash
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ACTIVITY

Property Management

£ Project Overview @ Tasks @ Timesheets «f Milestones ® Folders |2 Gantt View [H Service requests ¥ Activity Accounts v

'YESTERDAY

Alina Zhang - Recorded Expense

Painting Service RI&ARS>
AED: 645.00

YESTERDAY

Alina Zhang - Recorded Expense

Maintenance Service 47755
AED: 8,900.00

YESTERDAY

Alina Zhang - Recorded Expense
Security Service Z{R RS
AED: 5650.00

Activity shows all works have happened for this project.

For any questions, kindly contact our admin to assist you.
We are looking forward to hearing feedback and suggestion from you!
Thank you ! 11§t



