ORACLE’
PEOPLESOFT ENTERPRISE

PeopleSoft Enterprise Real Estate
Management 9.1 PeopleBook

November 2009

ORACLE



PeopleSoft Enterprise Real Estate Management 9.1 PeopleBook
SKU fscm91pbr0

Copyright © 1992, 2009, Oracle and/or its affiliates. All rights reserved.

Trademark Notice

Oracleisaregistered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks of their
respective owners.

License Restrictions Warranty/Consequential Damages Disclaimer

This software and related documentation are provided under alicense agreement containing restrictions on use and
disclosure and are protected by intellectual property laws. Except as expressly permitted in your license agreement or
allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute, exhihit,
perform, publish or display any part, in any form, or by any means. Reverse engineering, disassembly, or decompilation
of this software, unless required by law for interoperability, is prohibited.

Warranty Disclaimer

Theinformation contained herein is subject to change without notice and is not warranted to be error-free. If you find
any errors, please report them to usin writing.

Restricted Rights Notice

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on behalf of the U.S.
Government, the following notice is applicable:

U.S GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are "commercial computer software” or "commercial technical data' pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use, duplication,
disclosure, modification, and adaptation shall be subject to the restrictions and license terms set forth in the
applicable Government contract, and, to the extent applicable by the terms of the Government contract, the
additional rights set forth in FAR 52.227-19, Commercial Computer Software License (December 2007).
Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

Hazar dous Applications Notice

This software is developed for general use in avariety of information management applications. It is not developed or
intended for use in any inherently dangerous applications, including applications which may create arisk of personal
injury. If you use this software in dangerous applications, then you shall be responsible to take all appropriate fail-safe,
backup, redundancy and other measures to ensure the safe use of this software. Oracle Corporation and its affiliates
disclaim any liability for any damages caused by use of this software in dangerous applications.

Third Party Content, Products, and Services Disclaimer

This software and documentation may provide access to or information on content, products and services from third
parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all warranties of any kind
with respect to third party content, products and services. Oracle Corporation and its affiliates will not be responsible for
any loss, costs, or damages incurred due to your access to or use of third party content, products or services.



Contents

Preface
Oracle's PeopleSoft Enterprise Real Estate Management Preface ........coccevcvvveeeienenecceene s XV
S 01 o Al 0o (U o RSSO XV
PeopleSoft Application FUNEMENTAIS ..ot XV
Pages With Deferred PrOCESSING  .....ccoviiireieeiririeseese et b s e nn e n e e XVi
PeopleBooks and the Online PeopleSoft Library ..o e XVi
Common ElementS USad iN THIS BOOK  ......ueeeieeieeieeeeeeee e ettt e e e e e aae et e e e s eaaaeseeeeessasaeneeeesssesanneneeessesanns XVii
Chapter 1
Getting Started with PeopleSoft Enterprise Real Estate Management ..........cccceceveveceecese s cceeceeene, 1
PeopleSoft Real Estate Management BUSINESS PrOCESS  ......ccceiirueeierereieeiesiesieeeeseeseeseesee e e eneeseesseeneeneens 1
PeopleSoft Real Estate Management INtEQratioNS  ........cccocceveieiieie i se e e et e et sae e s reenenre s 3
PeopleSoft Real Estate Management Implementalion  .........ccocevvieiieienie s 3
Chapter 2
Navigating in PeopleSoft Real Estate ManagemMent  ..........cooeeieiiiicieie et 5
Navigating in PeopleSoft Real Estate Management  ........c.oooo oo 5
Pages Used to Navigate in PeopleSoft Real Estate Management ..........cccccevivveeieerececeevee e 5
Chapter 3
Under standing PeopleSoft Real Estate M anagement Implementation [SSUES .......cccccevevveeveeveeceennn, 9
PeopleSoft Real Estate Management Implementalion  .........ccccevvverieienie s 9
Mapping ENterpriSe DAAFIOW  .......ooieeeeee ettt et s ae e et e sn e e e e neeseeeneentennens 9
ReCOgNiZing Y OUr BUSINESS SITUCIUIE ....e.veeiiii ettt sttt sttt st st e st s te e e besresneennenne e 10
Defining an FTP Server for Document AtTaCNMENTS ... 10
Generating Site ACQUISITION REJUESES  ......ocueiiiiiicii sttt sttt e e s sntesee st e e e sneesneesneesneennes 11
Creating and ADMINISLENING LEASES  ...vocviiieii ettt sttt st st aa e e st e reenaetesreeneeneenes 12

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. ili



Contents

Chapter 4
Integrating With Other APPIICALIONS  ......ouiiiiiie et 15
Understanding ProducCt INEEOratioN  ..........eceeiiieiiceecie sttt s se e st be e sbestesnaebesbesreeneenns 15
Integrating with PeopleSoft General LEAGEN  .....cc.oiiiiiiiieeeeeese e 16
Integrating with PeopleSoft ASSEt ManNagEMENT  ......c.ooiiiiie e 16
Integrating with PeopleSOft CONIACIS  .....ocueeiieiiieee et s e sn e b s neeaeenas 17
Integrating With PeopleSoft PayabIES .........coiiiiiiiieeen et 17
Integrating with PeopleSoft BilliNG  .......eoeoiie e e 17
Integrating with PeopleSoft Asset Lifecycle Management Portal Pack .........cccoveeeceii e, 18
Integrating with PeopleS0ft ProjeCt COSLING ......eiirieiieieirierieeeesies sttt 18
Chapter 5
Establishing Real Estate Management Business Unitsand Accounting RUIES .......ccccoccvecevvveceecienene, 19
Understanding PeopleSoft Real Estate Management BuSiNESS UNILS  .....oovviiiieeeve e 19
Understanding PeopleSoft Real Estate Management Accounting RUIES  ........c.covveeieieicceccec e 20
Creating Real Estate Management BUSINESS UNILS  .....ooueeieiiiiciese ettt 22
1 =0 (TS (= 22
Pages Used to Establish Real Estate Management BusiNeSS UNItS ......cccoovevevevecececse e 22
Defining Real Estate Management BUSINESS UNITS  .....ocuiiieieiineces et 23
Defining Real Estate Management Business Unit Transaction Settings  .......cccvcvvevvevnieescenscesseesee e, 28
Defining Real Estate Management Business Unit Options and Critical Date Settings  ........ccccvveeeenee. 32
Establishing Real Estate Management Accounting Rulesfor Lease Administration  ........c.cceccevevvveeereenene. 32
Page Used to Establish ACCOUNTING RUIES .......oooeei et 33
Defining Real Estate Management Accounting Rules for Lease Administration  .........cccocveeeecevevienen. 33
Chapter 6
Securing Your PeopleSoft Real Estate Management SYStEM ......cccceeviiieeeiece e 35
Understanding PeopleSoft Real Estate Management SECUNLY  ....ooveeeeerereeieseseeeesee e see e 35
Setting UP BaSIC SECUIMLY  .ueiiiiiee ettt e st e s ae e s s e s e et e et e e ste e saeesae e se e seeeeeneeeneeennes 35
Setting Up Roles and PErMISSION LISES  ....cviiiiiciiie sttt sttt resteenaensenne s 37
Setting UpP ROW-LEVE SECUNMLY ..ottt ettt e sttt e seesse e e e tenreeneeneenes 39
Setting Up Real Estate Management SECUMLY  ....occveiiiieeice ettt st s s 39

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Contents

Chapter 7
Setting Up Property SItE@ ACQUISITION  ....oouiiuiiiieieisesee ettt 41
Understanding Property Site ACQUISITION SELUDP ..ocveeveeieiieieiceere ettt sttt s st sre e nesne e 41
SELING UP SITE TYPES ..ttt b e sttt b b e st b e e b et e et e bt et et et et es e e be st e s e nnene s 42
Page UsSed t0 SEL UP SITE TYPES ...eceiiriiiteeeeeee ettt n et n e nenn s 42
SEING UP SItE TYPES .viieieieiie ettt sttt et e e st e e te e e st e s beese e teereeseeeesteabeensestesteenaentesreereensenns 42
SELING UP ATITTDULES ...ttt b et b bt e et b et b et es e benrenn e e eneas 43
Pages Used t0 Sat UP AHIDULES ......ooiieeeee ettt e e e e e e 43
SEtiNG UP ALITDULES ...ttt st e e et e s tesae e e e sbesbeennenbesneeneennenns 44
Setting Up Site Attribute UNItS Of MEESUIE .........ooiiiiiiiiirieieeees st 51
Setting Up SUPPIEMENTAl DBEA .....eeoeeieeieieeeieie ettt e e seeese et e besneenee e e sseeneeneeseeens 52
Pages Used to Set Up Supplemental Datal ........ccccvveeeeiiii ittt st s 52
REGISIENNG RECOITS ...ttt b bt e et b b b e b e e e st bt e e s e e ene s 53
ReQISLENING COMPONENES ....iitieieeieeiieeiieertees e e e e e rteeste e te e ste e te e te e teeseeesaeesse e se e seesteesteesseesseesseessenssenses 54
(1= ] Tl = oo o OSSR 54
Entering Fields SUmMmary INfOMMELION ..........oouiiiiiiieeieeee e 55
Entering Fields Detail INfOrMEation ..........ccceoiieiieiieiec et sre e e neen 55
DefiNiNg DiSPlay GIOUPS ...ccveiveeeeieiticeeiee st ste et e ste e st etestesreeeestesseeseesestesseesestesseeseensesseeseensestesneenseses 57
ASSIGNING DiSPIAy GIOUPS ...ttt sttt se et b e b e e e b e e e e ens 58
L0 < 1 10 TS - 58
PageS USEO 10 CrEaie SITES .....cciiiiiiieieiieiesie ettt sttt b et e e e et bttt nenenneas 59
Entering General INFOMMELION .........ooiiieiieieiiies et e e e e ene s 60
Entering Location INfFOrMELTION .......cc.ociiii ettt s et be e ee st beenesreereas 63
Entering Operation and Maintenance INFOrMBaLiON .........coooeieeirireneieeeres e 65
Entering PhySICal ATITDULES ..ot 66
Entering Schedule INfOrMation .........cooiiieieie ettt sreeras 67
Entering Value INFOrMELION ......cooiiiiieieee ettt 69
Entering SUPPIEMENLal DELA ........ccoceieeieeie ettt st ne e e reene e e e 70
(1 = g (o [ @] 1= ox TS 71
SEArCHING FOF COMEBCIS ...ttt bttt b bt s et s b e e e e bt b e b e s 71
VIGWING ThE SITE MBI ..ottt ettt et e aesae et e tesaeemeeseesbesneeneeseeseeeneenenn 73
Chapter 8
SEFUCTUNTNG LBASES ...eeiieieiie ettt sttt ettt et e e te et e e s teseeeme e beseeemeeeesbeeseenseseesbeeneeneeseesseensensenenns 75
Understanding PeopleSoft Real Estate Management SITUCTUNE  .......o.veveverenieeriseseeeeee e 75
Common Elements Used in ThiS Chapter ..ot s 76
Defining Lease ADStract SECHIONSTO PriNt .......oooiiiieii e 76
Understanding Lease Abstract SECtioNST0 PrNE ........cooiieiiirininieensesee e 76
Page Used to Define Lease Abstract SeCtionSto Print .......c.covciviieneieseseeeeese e 76

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. v



Contents

vi

Defining Lease ADStract SECHIONSTO PriNt .......cciiioiiiiiecese ettt s sre s 77
Defining AMENAMENE TYPES ...veviieeeiieiisterie ettt b bt e e bbbt e e et besbe st e e e e eae st e s beneneas 78
Understanding AMENAMENT TYPES .....oiviiriieeeiiriesieeee st r e snesn e snenn s 78
Page Used to Define AmMENdmMENT TYPES ..ocuveiiiiiicee ettt sttt s sneenas 78
Defining AMENAMENE TYPES  ....oiuiitiieieieetirteste ettt sb et s e b bt e et eb et b e e e et b e s e e e e ene b 78
D T g TH gl [ = I o= 79
UNderstanding LEASE TYPES ...occveiuiiieieiiieieete sttt s tee e s e st e e e s besbeereestesbesaeeaeseesbeene e testesseensebesaeeneensensenns 80
Page Used t0 DEfINE LEASE TYPES ....oiuiiiiieieiieiisie ettt sttt sn e 80
(DT ] Vo T == S I o S 80
DefiNiNG REGION COUES  ....ouviiiceeeie sttt sttt et e st e b e e st e st e s tesaeentesbesbeeseenteseesaeeneensenrens 81
Understanding REJION COUBS  .....c.eoeiiriiiiiieieisie sttt b e e e renn s 81
Defining User-DefiNed FIEIAS .....cc.ooieeeecee st e e s s sae e sae e sae e sreesneesneenneeas 81
Understanding USer-Defined FIEIAS .......ccooeeeeiiie ettt 81
Page Used to Define User-Defined FIElUS .......ccoviiiiiiiccee e 82
Defining User-DefiNed FIEIAS .....ccccoiiiie st e s e e e sae e s neesneesnee e 82
Defining TransaCtion ROULING COUES .....ccveiiiiiiiieiesie ettt sttt s e it st re e e e tesbeennennennan 83
Understanding Transaction ROULING COUES .........cceiiriririiieieisiesiesieseeesie e 83
Page Used to Define Transaction ROULING COUES ........cceeeeiiiiiiieie ettt ettt eaeas 83
Defining Transaction ROULING COUES .......ccueiriiuiiiiieieiniesie ettt s et s e 83
Defining Operating EXPENSE CaEJONES ......covieireieirieriesseiee sttt sr s s e r e sr e e s nne e 85
Understanding Operating EXPense Cat@JOINES ........ccvceeiririiiieiiesieseeieesie e steeseeste e sseessestesreesesssesresneeees 85
Page Used to Define Operating EXPense CalEJONES ......covveireririerieieisiesie e 86
DEfiNiNG SAES CAEUONES .....ooviiteeeeeiieiisteste ettt s b e e s e e st e b s e e e e e st e b e nr e s e e e e ene e b e nnennennas 86
Understanding Sal€S CalEUONES .....ocvciieiieiieieie st ceerte sttt ree sttt teere e be s besae e e e besbeeneessesbesreensensenreas 86
Page Used t0 Defing SaleS CAalEQOIES .......coiiiriirieieiesie ettt s e b e s e s 86
Defining Miscellan@ouS RENE TYPES ....cuiiieieiie ettt sttt e et ae e e e e seeeneeneesaesreeneeneenes 86
Understanding Miscellaneous RENE TYPES .....ccciiiieeieie ettt sttt s resreeaesre s 87
Page Used to Define MisCellanous RENE TYPES ....couviviriirieiieriesiesieseeie et 87
Defining SECUNity DEPOSIT TYPES ..ueiieiiieiie e sieeseeseeseesee s e e s e stessaeesreesreesressressseesaeesaeesaessneesaessaessnessnessnnnas 87
Understanding SeCUrity DEPOSIt TYPES ....oceeeeiiiiicicitesieceete et ee s ettt st saeeaestesreesaesaesresneensessenreas 87
Page Used to Define Security DEPOSIt TYPES ..ovcvciririirieieeeesiesie e sse st see s s 88
Defining Security DEPOSIT TYPES .uviiiiiiecieesieeie e erteeste e ste e teste e eeeee s e s teeteenteeneesnteentesnsesnneeneesnseens 88
DefiNiNG ManUal FEE TYPES ..oiiiiieieie ettt ettt s e e s te st e e s et e s beeteese e besbeeaeentessesaeeneestestesneeseneas 88
Understanding Manual FEE TYPES ......oiiieieiiiiere ettt sttt bbb nr e e ene s 88
Page Used to Define Manual FEE TYPES ....oviiiii ettt s e ee s s e e sne e s esreesreenree e 89
Defining ECONOMIC INAEX VBIUES .......ooiiiiieeiee sttt sttt s e ettt este s enaesbesneeneese e 89
Understanding ECONOMIC INEX VAIUBS ........coiiuiiiiieieiniesee et 89
Page Used to Define ECONOMIC INAEX VAIUES ......ccviviiiiiiciecececee ettt sttt s 89
Defining ECONOMIC INAEX VAIUES .......oieiieiiiiiriieeees ettt 89
DEfINING ClAUSE TYPES ....eeiiiitiitee ettt b e et h e bt s e e e e bt bt s e e e e e st e bt b e nn e s e e nneanas 91
UNderstanding ClalSE TYPES ....ccveiiiiiiieieseeteeiteste st e et st sre et e s tesbe e e e seesbesteetesbesteeseenteseesreeneestesaesneenees 91
Page Used t0 DEfiNE ClaUSE TYPES .....ooeiiiiieriesiee ettt sttt 91
DEfiNING ClAUSE TYPES ...eieeuiiiiiieiteseee ettt e et b s s e e s e bt e e e e s e e nese e s e e e e nn e e nenne e ennenens 91
Defining REal ESLALE OPLIONS  ...oveeieiie ettt ettt s te et e st e st e et e be s reeaeensesbesreeneestesresneenseseas 92
Understanding Real EStale OPLiONS  ......cccoviiriiriiieieinie ettt 93

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Contents

Pages Used to DEfiNE LEASE OPLIONS .....ccuiceeiiiiicieiee ettt sttt st e sae e st s re e snennas 93
Defining Lease and SAR OPLIONS .....ccoiiiiiriieisesese ettt 94
Defining Lease and SAR Option Mail TEMPIAIES  .......ocoivieiiririeceese e 94
(001 0) V1010 1LY =TT = 1.7 = =SSR 95
INSErtiNG MaIl FIEIAS ... bbbttt 96
Defining Critical Date TEMPIGLES .....occooieieeiee ettt st e te st s re et e eeseesneeeeneenneens 97
Understanding Critical Date TEMPIGLES  .....cccviiiiiieeecie et sttt st re e sreereas 98
Pages Used to Define Critical Date TEMPIBLES .......ccevveieirierierieeeesie et 98
Defining Critical Date TEMPIALES ...cccveiicceeeesee et e re e ee e re e re e aeereeneens 99
Defining Option NOFICAHIONS  .....cciiicieie et s st e b s re e e e e e s resneeneennas 99
DEfINING ROIE TYPES ..ttt b et b bt e et b b e e e e e st e b e s b e b e m e e e b e e beneen e e ene s 101
UNderstanding ROIE TYPES ..ottt ettt ettt ettt e et e et e eneeenteenbe et e eneeeneeenneenns 101
Page Used tO DEfINE ROIE TYPES ...oii ettt sttt sttt st te st aentesre e e e tesne e e e nrenras 102
DEfiNING ROIE TYPES ...ttt b b e et b e b b e et b e b e e e e e b e b nn e e 102
Defining Lease ADMINISIration ROIES ......ocuiiiiiiiciece ettt ettt et e e e e e teeneeneeen 102
Understanding Lease AAMINIStration ROIES ........ocviuieiiiii ettt 102
Page Used to Define Lease ADMINISIration ROIES ..o 103
Defining Lease ADMINISration ROIES ........c.ociiiiiiiciecececee ettt sre b nenre 103
Chapter 9
Generating Site ACQUISITION REUESES ......oiuiieieiiieiee ettt esee st te e eneeeesee e 105
Understanding Site Acquisition REQUESE GENEIaLiON .........cocorirueriririnie e 105
Uploading Sites UNder CONSIAEIAHON  .......coviiriiiieeeiriisiesie et sn e ene s 107
Generating Site ACQUISITION REQUESES .......ccueeiiiiiiiieiie ettt ee sttt se et ae s testeesa e besresaeeneesbesneeneeseas 107
Pages Used to Generate Site ACQUISITION REQUESES ......c.oveueruiriiriiieeieiesie et 107
ENtering SAR DELAIIS ... 108
Viewing the COMPariSON MEITIX ....cccciiiiiieie et et s e st e e ebe s beereeaesbesaeeneesresreenes 111
Adding Options and CritiCal DAES .........ccceiririreieiresie et sn s 114
Setting Up Critical Dates Details and Notification RECIDIENES ......coovieeieiiieeere e 115
VIiewing the SAR ANGIYLIC ...oceciii et sttt e re e be b e ste e e e besaeereeeenes 118
AppProving Site ACQUISITION REQUESES ......c.ceueiiiriiiiirieieeeie sttt sttt sb et st ne e 119
Pages Used t0 APPIOVE SARS ...ttt sttt ettt e st re e e e b e saeene e e e beeneeeeneeenn 119
=TT o a0 AN o OSSO 120
APPIOVING SARS ..ottt h bttt h bR b e a R R et et R R b e e h e b nnen e 120
Finalizing Site ACQUISItION REQUESES ....c.ueeiiieiiieiicriecsiee st e ste s steesteeste e te e s e e ae e sae e ste e ae e teesteesreesreesneesseenseensenss 121
Page Used to Finalize Site ACQUISITION REQUESES .......covuiiiiiiieiesie ettt sre et nns 121
FINATZING SARS ..ottt h bt e et bt E b e e et bt e bt s e e e e e s n e r e e 121
Chapter 10
Creating LEASE ADSIIACES ...oieceeii ettt st et et ae e e et e steeaa e aesteeseensentesreenneneesseens 125

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. vii



Contents

viii

Understanding LEASE ADSITACIS  ....ccuviiiiicie ettt st e e e st s re e et reeneeneeneas 125
PrETEOUISITES ..ttt bttt b et b e e et h bt bt et e bt e bt b e e et n e bt b e e ens 126
Creating and Printing Lease ABStract WOrKShEELS  .........oooiiiiinireee e 126
Page Used to Create Lease ADStract WOrKSNEELS .......ccviiiiiicicic et 126
Printing Lease ADSIrACt WOIKSNEELS ........coiiiiiieieeese e 126
ReVIEWING LEASE ADSITACES .. .ottt sttt s e e s e e e s besae et e neesneeneeneeseeens 133
Understanding Reviewing Lease ADSITECIS  ......covieiieie it 133
Page Used t0 ReVIEW LE8SE ADSITACES ......oc.ooieiiiiiiceee et 133
ReVIEWING LEASE ADSIIECIS  ....oceiiii ettt ettt e s re e s ae e s ae e st e e sre e sreesneesreenreerean 134
Chapter 11
Creating and MaintaiNiNg LEASES .......cccvoviiieiiiiiserieee et 141
UNAErstanding LEASES  ....ccueiiiiieeieiie sttt sttt ettt s e st e b e st e sae e e e tesbeeae e tesbeeseenteseesteeneetesreereensentesneens 141
PAYADIES LEASES ...ttt E Rt n e Rt b e e e a e n e r e 142
RECAIVADIES LEASES ...ttt ettt a et e s te bt et et e s aeene e e e seesneeeeseeseeeneennens 142
Process Flow Overview for Creating @LlEaSE .....cccccvveieeceie ettt 143
PrENEOUISITES ...ttt b e et b e E £ e e e e e Rt b e e e e e e e st e bt b et e e n e b e nenn e ens 144
Common Elements Used in ThISChapler ...t 144
Defining General Lease INfOIMELION  ........ccoiiuiiiiic ettt st sneens 146
Understanding General Lease INFOMMBELION  .........coviiiiiiirieieesesieneeeee et 146
Pages Used to Define General INfOrMation ........ccooieeiiiieesiecse e e st sieesee e e re e nreenne e 151
Defining General INFOMMELION  .......oooiiiiiriseee bbb e e 152
Defining Lease FINANCIAl TEIMIS ..ot n s 154
Understanding Lease FINANCial TEMIS  ....c.oceciiiicece ettt sttt s re st s srens 155
Pages Used to Define FiNanCial TEIMMS ..ot 157
(D T T g g Tor = I = 1 0 158
AddING BASE RENT ..ottt be s teeae et e s besae e e e besaeeneestesreeneenrenreas 161
Adding MiSCEIIANEOUS RENT ..ottt 165
Overriding Accounting DiStriDULIONS  ........ooiieiieee e 166
DEfINING LEASE CLAUSES  ....vveiicieceeee sttt st ettt st e e st s e te st e s be e e e s besaeeaeestesbesaeensestesteeneeeesresreennensens 168
UNderstanding LEAse ClAUSES  .......coiiiiieieiiitesieie ittt sttt 168
(= 150 BT 1 168
Pages Used to DEfiNE LEASE ClAUSES .......ccviuiiiecie ettt sttt sttt st ne e e nnas 169
(D Tl =SS T =S 169
o o O =TS = =S 170
Adding Notes and AtTACHIMENTS .......ooe et e e s r e e e tesreereeaesaesrens 172
Pages Used to Add Notes and AtEaChMENTS ........ccoiiiiiiieinesereeee e 172
Add NOtes and ATACHMENTS ......uiiiieeee e ettt s e e sbe et e beseesreeneenes 173
LN [0 L0 = BT = 1 KOTSRS 174
Reviewing BasiC LeaSe INFOIMELTON ..ot 175
Pages Used to Review BasiC LE8SE INQUITIES .....ccueeieeiieeieereesieesieesieeste e eesteesteesteeseeesreesneesaeenaeenseensenns 176
REVIBWING LEBSES ...ttt btttk b e et b e bt b et et e st bt et e e e st e 176

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Contents

Managing My LEase POIFOlIO  .....ccviiiceceee ettt sttt s s r e n e sreens 177
Page Used to Manage My Lease POMfOliO .......cooiiiieiriiisieseecs e 177
Managing My Lease POIFOlIO ........cooiiieiiisieee e 177
Adding Leasesto MY POMfOlIO  ....oceciiiicecece ettt s nas 178

Chapter 12

Managing Straightline ACCOUNTING ......cceeiiiiiiie e ettt e eeneeeneeeneeenes 181

Understanding Straightling ACCOUNTING  .....o.eiuiiiirieiiiiesesiee ettt nnas 181

=1 0 DTS (=SSR 185

Generating Straightline Accounting SChEAUIES  ........c.eciiii e 185
Page Used to Generate Straightline Accounting SChedUIe ..........oooeiiiniieneiceeee e 186

Performing Manual Straightline AQIUSIMENLS  .......ccoiii it et 186
Pages Used to Perform Manual Straightline AdjUSIMENES .......cooeeiieii i 186
Manually Adjusting Straightline ACCOUNLING ENIES ......cooiiiriiriiieirieseeeees e 186
Overriding Accounting DISLIDULIONS  .......cceiiiiiie i e e eeste e e s re e b e e e re e eeenas 188

Posting StraightliNE ENFIES  .....eeceeei ettt sttt a e te s re e e e saesreennentenreas 190
Understanding Posting Straightling ENIFHIES ........ocvoiiiiiieeeesese e 190
Page Used to Post StraightlinE ENEFIES ......cocueeiie ettt e e s e e e s e sneesnee 191
Posting StraightliNE ENIITES .....cvoiuicieiecie ettt sttt sttt sae e e et e b e e e e nneseeens 191

Viewing Posted Straightline ACCOUNLING ENITES ......c.oiiiiiiiieiiisesieeeee et 192
Understanding Posted Straightline AcCounting ENIES .......ooovveiieci i 192
Pages Used to View Posted Straightline Accounting ENtriES ..o 192
Viewing Posted Straightline ACCOUNtING ENLITES ......c.ooviiiiiieeeereseeeee e 193
Reviewing Straightline Accounting Journal ENtHES ..........cooveiiiiiieie et 194

Chapter 13

F N 1= T [T =TSP 197

Understanding Lease AMENAMENLS  .....c.oceeiiiiiieie e eeeese s et e st esaesresseesaesaesaesseensessesnseensees 197

Understanding AMENAMENE SEAEUS  ....c.veoueereerrieeieresieeee et e e see st esee e stesse e e e eesaesneeneeseesneeseseeseeeneenenns 198

= =0 [T 1 (=SSP 199

WOrking With AMENAMENTS  .....eciei e e et re et e s te s ae et e stesresaeenaeseesreennensenreas 199
Pages Used to WOrk With AmMENdMENTS .......ooeiiiii ettt eneeee 200
MaNaging AMENAMENTS ....ccuiiieieirerieiee ettt sbe st st e et st e s s e b et e st esesbese et et esesbeneeeene e 201
Adding Lease AMENAMENTS  ....viiiieieieci ettt e et e et e e te e s seeeestesreenaessesteeseensensenrens 203
AmeNding LEase DELailS ......ooiiieee ettt ene e e 204
Reviewing AmMendment DELAIIS ........oocooeiiiiiiieeese s 206

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. ix



Contents

Chapter 14
Setting Up Operating EXPENSES ..ottt 209
Understanding Operating EXPENSES  ....ocuecieiiiicece ettt ettt sttt st e sbeeae e besbesaeeeestesneennesrenras 209
Understanding CatCh U PaYMENES .......ooviiiiiiieieieese et 209
PrEEOUISITES ...ttt h et b e e e e e e e e Rt Rt s e e et e Rt e Rt e s e e Rt r e nenn s 210
Establishing Operating EXPENSES fOr @LEASE ......cccvieeieie ettt st sre s 210
Pages Used to Establish Operating EXpensesfor aLease ........cccovvinineinieniseneesese e 211
Establishing Operating EXPense DELailS .........oooieiiiiiieeese e 212
Overriding Accounting DiStriDULIONS ........coviiiiiciiie et re e 217
Establishing Prorata Shar@ DELAIS ........ccoooiiiiieieiireeee e 218
Entering Cap/MinimumM DELAIIS ........ooiiiiee ettt ee e enes 219
ApPProving Operating EXPENSES ......cvceeieiiceeeesie sttt sttt sa e st s ae e e s resreeneentesreereennees 221
Performing Operating Expense Auditsfor aPayableSLEaSE  .......cccoceviiiieiiiiiereeeee e 223
Understanding Operating EXPENSE AUITS  .....ccuvieiiie et e e e e e sre e e e e e e sreenreas 223
L= 150 0TS 1 (=S 223
Pages Used to Audit Operating EXPENSES .....cccoveiiiriirieieieie st 223
Performing Operating EXPenSe AUAITS .....c.coieiiiriie et es st 224
Comparing Operating Expenses with the PreviouS AUt .......ccoovievei i 229
Reconciling Operating Expenses for ReCaiVabIES LEASES .........cccciiriiiiiieinrereeee s 231
Understanding Operating EXpense RECONCIHIALION  .........ccceveviieiie et 232
Pages Used to Reconcile Operating EXPENSES .......ooireirireririeisese sttt sne e 232
ReconCiling Operating EXPENSES .......c.cociriiiieieieisie e e sr e sn e b e n e e 232
Comparing Operating EXpense RECONCHIALIONS ........ccccceiieieiiieciese et 234
Chapter 15
Setting Up and Calculating Percent RENt ... e 235
Understanding Percent RENE TEIMS  .....ccuiii et ste sttt be e e e e resne e eneseeenes 235
=1 0 DTS (=SSP 257
Setting Up Percent RENE TEMS ..ottt sttt sttt ettt 257
Pages Used to Set Up Percent RENE TEMMS .....ococeeieriiicieste st eeee e sae st sae st e e 258
Entering Percent RENE TEIMIS ...ttt sttt e st e sneeeeseeseeeneensenneas 258
Reporting Sales and Calculating PErcent RENE  ........ccooiiiiiieieerese e 263
Understanding Sales Reporting and Percent Rent CalCulation  ........ccooviieeevvveseece e 264
Pages Used to Report Sales and Calculate Percent Rent .........coooeoiiiieieie e 266
Searching fOr SAIES REPOIS  ....cueiiiiiieirer et e bt se e e e eneas 267
Finding MissiNg SAlES REPOMS  .....c.eceeieiieeeiesie st eeesee et see e e e ste e eeesbesne e e e stesresneenseseesseensensens 268
Creating New Sales Reports and Calculating Percent Rent  ........cooovvieeeni e 270
IMPOrtiNG SAIES REPOIS  ....eieiiieiieiisiesie ettt e et b et e ettt e e ens 272

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Contents

Chapter 16
SEfting UP SECUNTY DEPOSITS ....voiviieieiieiiriisiee ettt sn et b et eb b nn e 273
Understanding SECUNLY DEPOSIES  ....ccuccuiiiiiiiii ettt s e e e et s b e e ae e ee s besreenaesresreeneennens 273
SEtting UpP SECUNLY DEPOSITS  ....eoueeiiieiieieieiesie ettt sttt b bbbt b et 274
Pages Used t0 Set Up SECUNtY DEPOSITS .....ooviiiieiirieiesieseeeees e 275
AddiNg SECUNTY DEPOSITS  ..oviieeiiiiieieieiie et s et e et e e s e e e s be s tesae e tesaesaeeseestesaeeneeseestessaensenseas 276
Overriding Accounting DiStHDULIONS ......ccoiiiiiiieiceee e 278
RefUNdiNg SECUNTY DEPOSITS  ...oeeiieiieieeeese sttt sttt e e tesee e s e e eeseesae e eeseesneeneeseeseeeneensesenas 280
Understanding Security Deposit REFUNAS  ........ooueciiiiii et 280
Page Used to Refund SECUrty DEPOSITS .....ocvcoiiiriririeeieieri sttt 280
RefuNding SECUNTY DEPOSITS  ....coviieiieieiesie ettt ettt e st e ae e e nteseesneeeeseesaeeneennens 280
Overriding Accounting DiStrIDULIONS ........coviiiiciiii et r e 282
Chapter 17
Setting Up Optionsand CritiCal DAtES .......ccccciiecieiiiiceecese ettt st st ae et ne e 285
Understanding Options and CritiCal DAES  ........cccociiirierieiiirieneees e 285
(= =0 [ (=S 287
Setting Up Options and CritiCal DEES  .....cceccveiiieciese sttt st s se et s re e enennesne e 287
Pages Used to Set Up Options and CritiCal DAIES .........cccviririerieiieisisesieseeese s 288
Defining Lease Options and CritiCal DaLES ......cccccevviiiicinie st ee ettt 289
Setting Up Critical Dates Details and Notification RECIPIENES ......ccccvveecievieiiciese e 291
Running the Critical Date NOtifiCation PrOCESS .........cccooeiiriririenieieesie s 294
ReVIEWING CritiCAl DEIES .....cceiiiecie ettt e ee st st e s e e e e saeeeneesaeesnreeneeeneeeneennes 294
Managing Y our CritiCal DAES .......ecceiiiiiieie st st te sttt sttt e s et e e s te e e e besaeeaaesestesneeaeseesrenneensens 295
Understanding the My Critical DateS Page .........ccooiiiiiieiresereeee e 295
Pages Used to Manage Your CritiCal DAlES .......cccvceeiiiiiiicie ettt et nne 295
Managing Y our CritiCal DAES ........cccurerireririerieecisiesie ettt b e bt 295
Chapter 18
Defining Contactsfor Real Estate ManagemMent ..........ccocovireiriinenineses st 297
Understanding Real Estate Management CONTACES  .........coververieireniereieeesese e 297
= (= 0 (OIS L (=R TURTRSPR 299
Establishing ContactS fOr SIteS anNd SARS ..o 299
Pages Used to Set Up ContactS REPOSITOIY  ......c.coiiiiierieieiiniisieseee s 299
Setting Up The ContactS REPOSITONY .....c.cciuiiiiiiciecic ettt st sae e e b sreeaeesaesreenis 300
Establishing ContactS fOr ALEASE ......ccoiiiiiieieirieree et n e nne s 300
Pages Used to Set Up Supplemental CONLACES ......ccoviiieieriseeiere e 301

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. Xi



Contents

Xii

Establishing ContactS fOr LEASES ......cceeiiiiiiice ettt ettt sae et s ne e e snesras 301
Chapter 19
Processing INvoices for RECEIVADIES LEASES ......ccccviieiiiiieric e see e ee s ee e s s e s s sneas 303
Understanding INvoices for RECEIVADIES LEASES  ........cociviiiiiririesieree st 303
PrEFEOUISITES ...ttt b b e et s Rt s e e s e e e Rt e Rt b e e e e e e e nenn e r e 304
Working with the TranSaction GENEIGIOr  .........ccceeieieieeiese et e e s re e be s besaeeaesresneenaesresrs 304
Understanding the Transaction GENEIAION  .........ccceoeiirerierieenese e 304
(= 150 10T (=T 305
Page Used to Manage the TransaCtion GENEIAtOr ..........ccccceeeieeieerieiieeesee s esee et s ne e ene e 306
Running the TranSaCtion GENEIGION  ........cccoiiirieieiriese ettt 306
Managing Transactions for INVOICE PrOCESSING  ...cccveiieieiieesee s see e see e es e e s e s e e sae e e e sreesneesneesnees 306
Understanding INVOICE PrOCESSING  .ovvecviiieiieieii e eie sttt e sae st ste e e stesteere e sesbesreesaestesbesnsensesresreensensens 306
PrEFEOUISITES ...ttt h bt h bt b e e et b bt b e e et e bt s bt b e e e e e nenb e e re e 307
Pages Used to Manage Transactions for INVOICE PrOCESSING .....covvevervieeieerieeseeseeseeseeseeseeseesseeseeens 307
Selecting and Approving Transactions for INVoice ProCESSING  ....ccvevvvieeeeevii e 308
Creating Receivable ManUal FEES ..o 311
Creating Manual INVOICE TraNSACLIONS .......cceiceiiiiriiiriiieseeseeseeseeseeseeseesaeeseesaeeseesneesneesneesseesneesneesnsesnsens 312
Understanding Manual INVOiCe TraNSACLIONS .......ccccveieeiieiiiieresiesieeteste e et se e re e e saesresreeneennens 312
Pages Used to Create Manual INVOICE TraNSACtIONS ........cccoeivereeiriniinieseeeee st 314
Creating Manual INVOICE TranNSaCtiONS ......cccceeiiieiecieeiie e ereeere et ee e sttt ne e e e neeenee s 315
Overriding Accounting DiStHDULIONS ......ccoiiiiiiiieisee e 319
Running the Interface to AP/BilliNg PrOCESS  .......ccoiiiiiireeeeeee e 320
Understanding the Interface to AP/BIlliNG PrOCESS  .......ccooeciiiiciceece et 320
Accessing Billing INFOrMELTON ........oviiiii bbb 322
PrEFEOUISITES ...ttt b b e et b Rt s e e e et e Rt e Rt b e nn e e e nenn e r e 322
Page Used to Run Manage Interface to AP/BIlliNG .....covvvviieiiie e 322
Managing INterface to AP/BIllING ... e 322
Viewing Pending Lease RECEIVADIES  .......c.ooiieeeeee et s ee e 323
Pages Used to View Pending Lease RECAIVADIES .........ccoovviiiicie it 324
Viewing Pending Lease RECEIVADIES ..ot 324
Chapter 20
Processing Payments for PayableSLEASES .......ccccceiiiieieeri e ste sttt re s 327
Understanding Processing Payments for PayableSLeases  .......ccooeviiieeerineeere e 327
L= 1= 0 0TS (=S 328
Working with the TransaCtion GENEIEION  .........ccceiiiriieirerie ettt 328
Understanding the TransaCtion GENEFEION  .......ccccveieereeieesieeseesteeseese e s e e ste e e esteeseeeseeesreesreesseensesssenss 328
Page Used to Manage the TransaCtion GENEratOr ..........ccccevieieeieereniceesee e e see e e sae e s ee e 329
Running the TranSaCtion GENEIGION  ........ccciiiirieieeiriese et nn e 329

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Contents

Managing Transactions for Payment PrOCESSING  ......cccveieiiiieeie e cecee ettt st saesreennenaesne s 330
Understanding PayMeNt PrOCESSING  .....ceveiuirieieieiesiesiesie ettt st e b b e 330
PrEIEOUISITES ...ttt h bt b e et b Rt et e s et e Rt e Rt b e e e e e e nrenn e rennas 330
Pages Used to Manage Transactions for Payment ProCESSING ......ccccevverveeiiesieseseese st 331
Selecting and Approving Transactions for Payment ProCESSING .......cccocevereereeireneneneeesie e 332

Creating Manual Payment TraNSACtIONS ........c.cooiiiieerieriertiecere st see e stesieeee e aesreeeeseesneeeeseeseeeneeneeseesneas 335
Understanding Manual Payment TranSaCtioNS ..........c.ccceveiirieiieiiesiesieseseeee st eeesae st e e sresreennenens 335
Pages Used to Create Manual Payment TranSaCtioNS ..........ccoeoeiriiinenieeeesesesee s 337
Creating Manual Payment TraNSACHIONS ......ccccvcieeieeieeiecieesieesiesiessteeseeseeseesneeseeseesaesnseeneesneesneeenes 338
Overriding Accounting DiStriDULIONS ........coiiiiicieii et n e re e 342
Creating Payable Manual FEES ..o n e e 343

Running the Interface to AP/BIllING PrOCESS  ......occiiiiiiie st se ettt ste e te e re e sae e sne e e nne e 344
Understanding the Interface to AP/BIlliNG PrOCESS  .......ccvoeeviiiiiicee e 344
PrEFEOUISITES ...ttt et h bt b e et b bt b e e et e bt e bt b e e e e e e e bt nn e n e 345
Page Used to Manage Interfacesto AP/BIllING ......c.ooer et 346
Running the Interface to AP/BIlliNg PrOCESS ......ccceiiiiiiece sttt st sre s 346

Viewing Pending Lease PayablES ... e 347
Page Used to View Pending Lease PayableS .........ccooiiiiiciiie ittt s 347
Inquiring about Pending Lease PayalDIeS ..o s 347

Appendix A

Configuring BaCh PrOCESSES .....ccccciiiiiiceecti ettt st e st s he et e s te st e eae e tesaesaeeneetesneenneses 351

Configuring Temporary Tablesfor BalCh PrOCESSING  .......coeiveieieriiirierieesese e 351

Appendix B

Scenariosfor PeopleSoft Real Estate Management ..o 355

Understanding ThiS APPENAIX  ....voiuiiieieiie ettt st s e e s besaeeae e besbeeaeestesresreennens 355

Scenario: Set up for Creating a Contract fromM @LEASE ........cceveerireririeee e 355
BIllING SELUD o E R et n e 355
Real Estate Management BUSINESS UNIt SEUP .oceoviiiiiiiiieicse ettt st st 356
ContractS BUSINESS UNIT SELUD ..o.voviieiieiiiieieieees ettt 357
(OB (0] 1= GV T = 1 o o USRS 359
L0001 oS = U S o PSR 360
UNIT Of IMBASUIE SELUD ...ttt sttt bbbt b et e s e et e bt b e e e 360

Appendix C

PeopleSoft Real Estate Management REPOMS ....ocvcieiiiiiiee ettt sre s 361

PeopleSoft Real Estate Management REPOMS. A-Z  ....ooeiii et seeens 361

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. Xiii



Contents

Xiv

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Oracle's PeopleSoft Enterprise Real
Estate Management Preface

This preface discusses:
» PeopleSoft application fundamentals.
» Pageswith deferred processing.

«  Common elements in this PeopleBook.

Note. This PeopleBook documents only page elements that require additional explanation. If a page element
is not documented with the process or task in which it is used, then it either requires no additional explanation
or is documented with the common elements for the section, chapter, or PeopleBook.

PeopleSoft Products

This PeopleBook refers to these PeopleSoft products:

» Oracle's PeopleSoft Enterprise Asset Lifecycle Management
« Oracle's PeopleSoft Enterprise Billing

» Oracle's PeopleSoft Enterprise Contracts

» Oracle's PeopleSoft Enterprise General Ledger

» Oracle's PeopleSoft Enterprise Payables

» Oracle's PeopleSoft Enterprise Receivables

PeopleSoft Application Fundamentals

The PeopleSoft Enterprise Real Estate Management PeopleBook provides you with implementation and
processing information for your PeopleSoft Real Estate Management system. However, additional, essential
information describing the setup and design of your system resides in companion documentation. The
companion documentation consists of important topics that apply to many or all PeopleSoft applications
across the Financia's, Enterprise Service Automation, and Supply Chain Management product lines. Y ou
should be familiar with the contents of these PeopleBooks:

The following companion PeopleBooks apply specifically to PeopleSoft Real Estate Management .
»  PeopleSoft Enterprise Application Fundamentals PeopleBook
» PeopleSoft Enterprise Global Options and Reports PeopleBook

»  PeopleSoft Enterprise Order to Cash Common Infor mation PeopleBook
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PeopleSoft Enterprise Asset Lifecycle Management Fundamental s PeopleBook

Pages With Deferred Processing

Severa pagesin PeopleSoft Real Estate Management operate in deferred processing mode. Most fields on
these pages are not updated or validated until you save the page or refresh it by clicking a button, link, or tab.
This delayed processing has various implications for the field values on the page—for example, if afield
contains adefault value, any value you enter before the system updates the page overrides the default.
Another implication is that the system updates quantity balances or totals only when you save or otherwise
refresh the page.

See Also

PeopleSoft PeopleTools PeopleBook: Application Designer, "Guidelines for Designing Pages"

PeopleBooks and the Online PeopleSoft Library

Xvi

A companion PeopleBook called PeopleBooks and the Online PeopleSoft Library contains general
information, including:

Understanding the PeopleSoft online library and related documentation.
How to send PeopleSoft documentation comments and suggestions to Oracle.

How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

Understanding PeopleBook structure.

Typographical conventions and visual cues used in PeopleBooks.

I SO country codes and currency codes.

PeopleBooks that are common across multiple applications.

Common elements used in PeopleBooks.

Navigating the PeopleBooks interface and searching the PeopleSoft online library.
Displaying and printing screen shots and graphics in PeopleBooks.

How to manage the PeopleSoft online library including full-text searching and configuring areverse
proxy server.

Understanding documentation integration and how to integrate customized documentation into the library.

Glossary of useful PeopleSoft terms that are used in PeopleBooks.

Y ou can find this companion PeopleBook in your PeopleSoft online library.
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Common Elements Used in This Book

Business Unit

Effective Date

Effective Status

Fund

Fund Affiliate

Landlord

L anguage or L anguage
Code

Lease

Operating Unit

Payee

Payor

Identification code that represents a high-level organization of business
information. Use a business unit to define regional or departmental units within a
larger organization.

Date on which atable row becomes effective; the date that an action begins. For
example, if you want to close out aledger on June 30, the effective date for the
ledger closing would be July 1. This date also determines when you can view and
change the information. Pages or panels and batch processes that use the
information use the current row.

See Peopl eSoft Enterprise PeopleTools PeopleBook: Using PeopleSoft
Applications, "Working with Pages," Using Effective Dates

Indicates whether arow in atable is Active or Inactive. Y ou cannot display
inactive rows on transaction pages or use them for running batch processes.
Inactivate rather than delete data you no longer usein order to maintain an audit
trail.

An accounting entity established for the purpose of carrying on specific activities
or attaining certain objectives in accordance with special regulations, restrictions,
or limitations. Thisis a delivered PeopleSoft ChartField, specific use of whichis
typically defined by your organization during implementation of PeopleSoft
Genera Ledger.

ChartField used to correlate transactions between funds when using asingle
intraunit account.

An entity that owns and rents land, buildings, or dwelling units.

The language in which you want the field labels and report headings of your
reports to print. The field values appear as you enter them.

Language also refers to the language spoken by an employee, applicant, or non-
employee.

Legally binding agreement between alandlord and a tenant where the tenant
rentsall or part of aphysical property from the landlord.

ChartField used to identify alocation, such as a distribution warehouse or sales
center.

The entity to whom a payment must be made.

The entity who is required to make a payment.
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Xviii

Process Frequency

Pr ocess M onitor

Product

Program

Project

Report ID

Report Manager

Request ID

Run

Run Control ID
Select All

SetlD

Short Description

Tenant

Select the appropriate frequency from the drop-down box:

Process Once: Executes the request the next time the batch process runs. After
the batch process runs, the process frequency is automatically set to Don't Run.

Don't Run: Ignores the request when the batch process runs.
Always Process: Executes the request every time the batch process runs.

A link that accesses the Process List page, where you can view the status of
submitted process requests.

See PeopleSoft Enterprise PeopleTools PeopleBook: PeopleSoft Process
Scheduler, "Understanding PeopleSoft Process Scheduler.”

ChartField that captures additional information useful for profitability and cash
flow analysis by product sold or manufactured.

ChartField that identifies groups of related activities, cost centers, revenue
centers, responsibility centers, and academic programs. Tracks revenue and
expenditures for programs.

ChartField that captures information for project/grants accounting.
Unique identification code for areport.

A link that accesses the Report List page, where you can view report content,
check the status of areport, and see content detail messages (which show you a
description of the report and the distribution list).

See PeopleSoft Enterprise PeopleTools PeopleBook: PeopleSoft Process
Scheduler, "Understanding PeopleSoft Process Scheduler.”

A request identification that represents a set of selection criteriafor areport or
process.

This button takes you to the Process Scheduler request page, where you can
specify the location where a process or job runs and the process output format.

See PeopleSoft Enterprise PeopleTools PeopleBook: PeopleSoft Process
Scheduler, "Understanding PeopleSoft Process Scheduler.”

An identification code that identifies the run parameters for areport or process.
Click this button to select all options on the page.

An identification code that represents a set of control table information or
TableSets. A TableSet isagroup of tables (records) necessary to define your
company's structure and processing options.

Any text up to 15 characters.

An entity that pays rent to use or occupy land, a building, or other property
owned by another.
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User Defaults User preferences and defaults used for PeopleSoft Real Estate Management.

User ID The system identifier for the individual who generates a transaction.
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Chapter 1

Getting Started with PeopleSoft
Enterprise Real Estate Management

This chapter discusses:
» PeopleSoft Real Estate Management business processes.
» PeopleSoft Real Estate Management integrations.

» PeopleSoft Real Estate Management implementation.

PeopleSoft Real Estate Management Business Process

The following graphic lists the PeopleSoft Real Estate Management business processes including site
acquisition, lease administration, financial processing and space management:

We discuss these business processes in the business process chapters in this PeopleBook.
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PeopleSoft Enterprise Real Estate Management
Site Acquisition Lease Administration
. . Critical Dates .
Site Repository Management Lease Entry Escalations
Site Acquisition Contacts Landlord/tenant/ . .
Requests Repository subtenant SRR
Site Acqguisition . Operating
Approvals Recurring Rent Expense
Critical Dates
Percent Rent Management
Financial Processing Space Management/CAFM
; Interface with
Payments Reporting ffﬁp_amt_y g Asset Lifecycle
ilization
Management
Expense .
Billing/Collections| | Reconciliation/ Interface with HR
CAM Audit Eaplerata
Interface with
Manual Fee Financial
P T :
roperty Tax Processing Management for
Allocations
FASB-13/1AS 17

PeopleSoft Real Estate Management site acquisition, lease administration, financial processing, and space
management business processes
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Getting Started with PeopleSoft Enterprise Real Estate Management

PeopleSoft Real Estate Management Integrations

The following graphic illustrates how PeopleSoft Real Estate Management integrates with other PeopleSoft

applications:
Asset Lifecycle Feal Estate
Management Management
Project Costing |« e Maintenance Lease
Management Administration vendar o
———
Master
Resource | @
Management
ASEE‘t Finﬂncial Transacﬁﬂn

ESA Repository Processing E":fmtmerf Biling |€»{ Billing

Employee Data aster Processor
1 A
h J

Space
Management AR

CAFM I~

Straightline

(Centarstone) < Accounting Entries L

Cost T

Allocation
Basis

PeopleSoft Real Estate Management integration flow with other PeopleSoft applications

We discuss integration considerations in the implementation chaptersin this PeopleBook.

Supplemental information about third-party application integrations is located on Oracle's PeopleSoft
Customer Connection website.

PeopleSoft Real Estate Management Implementation

PeopleSoft Setup Manager enables you to review alist of setup tasks for your organization for the products
that you are implementing. The setup tasks include the components that you must set up, listed in the order in
which you must enter data into the component tables, and links to the corresponding PeopleBook
documentation.

PeopleSoft Real Estate Management also provides component interfaces to help you load data from your
existing system into PeopleSoft Real Estate Management tables. Use the Excel to Component Interface utility
with the component interfaces to populate the tables.
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This table lists the components that have component interfaces:

Component Component Interface References

Region Code (REGION_CD) REGION_CD _ClI See PeopleSoft Enterprise
Application Fundamentals 9.1
PeopleBook, "Defining Financials and
Supply Chain Management Common
Definitions," Establishing Regions
and Region Codes.

Establish Business Units AP EM_BUS UNIT_AP See PeopleSoft Enterprise Payables
(BUS UNIT_TBL_AP) 9.1 PeopleBook, "Setting Up
PeopleSoft Payables Business Units,"
Understanding PeopleSoft Payables
Business Units.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, table-loading sequences, data models, and business process setup maps. A
complete list of these resources appears in the preface in the PeopleSoft Application Fundamentals for
Financials, Enterprise Service Automation, and Supply Chain Management 9.1 PeopleBook, with information
about where to find the most current version of each.

See Also

PeopleSoft Setup Manager for Financials, Enterprise Service Automation, and Supply Chain Management
9.0 PeopleBook

PeopleTools PeopleBook: PeopleSoft Component Interfaces
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Navigating in PeopleSoft Real Estate
Management

This chapter discusses how to navigate in PeopleSoft Real Estate Management.

Navigating in PeopleSoft Real Estate Management

PeopleSoft Real Estate Management provides custom navigation pages that contain groupings of folders that
support a specific business process, task, or user role.

Note. In addition to the PeopleSoft Real Estate Management custom navigation pages, PeopleSoft provides
menu havigation and standard navigation pages.

See PeopleSoft Enterprise Financials, ESA, ALM, and SCM Portal Packs 9.1 PeopleBook, "Using PeopleSoft
Asset Lifecycle Management (ALM) Portal Pack."

See Also

Using PeopleSoft Applications

Pages Used to Navigate in PeopleSoft Real Estate Management

This tables lists the custom navigation pages that are used to navigate in PeopleSoft Real Estate Management:

Real Estate Management Center

The Real Estate Management Center custom navigation pages provide access to real estate management setup
aswell asreal estate management acquisition business processes and reports:

Page Name Navigation Usage
Real Estate Management Center Main Menu, Real Estate Access primary Real Estate menu
Management, Real Estate options as well as pages pertinent to
Management Center administering leases from other
PeopleSoft applications.
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Page Name

Navigation

Usage

My Information

Click the My Information link on the

Real Estate Management Center page.

Access the My Lease Portfolio, My
Critical Dates, and My Preferences

pages.

Payables L eases

Click the Payables Leases link on the

Real Estate Management Center page.

Access the Lease Inquiry, Create New
Lease, Maintain Lease, Enter Sales
Report, and Audit Operating
Expenses pages.

Receivables Leases

Click the Receivables Leases link on
the Real Estate Management Center

page.

Access the Create New Lease,
Maintain Lease, Enter Sales Report,
Reconcile Operating Expense, and

the Real Estate Management Center
page.

Refund Security Deposits pages.
Contact Repository Click the Contact Repositorylink on | Access the Contacts page to manage
the Real Estate Management Center or add new contacts.
page
Manage Payments Click the Manage Payments link on Access the Process Payments,

Manage Transaction Generator,
Create Manual Payables, and
Maintain Manual Payables pages as
well astheinterface to Payables.

Manage Billing/AR

Click the Manage Billing/AR link on
the Real Estate Management Center

page.

Access Process Invoices, Manage
Transaction Generator, Review
Invoices, Create Manual Receivables,
Maintain Manual Receivables, and
Review Outstanding Receivables

pages.

Manage Accounting

Click the Manage Accounting link on
the Real Estate Management Center

page.

Access Allocation, Accounting Rules,
and Straightline Accounting pages.

Reports

Click the Reports link on the Real
Estate Management Center page.

Access the Lease Abstract, Critica
Dates, Property/Asset Inquiry,
Pending L ease Payables, Pending

L ease Receivable, Reported Sales,
Minimum Lease Obligation, Lease
Abstract Worksheet pages, Rent
Variance and Leased Property reports.
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Navigating in PeopleSoft Real Estate Management

Page Name

Navigation

Usage

Lease Administration Setup

Click thelease Administration Setup
link on the Real Estate Management
Center page.

Access dl the setup pages necessary
for PeopleSoft Lease Administration
across the applications: Transaction
Routing Codes, Amendment Types,
LA Business Unit Definition, Clause
Types, Economic Index, Lease
Options, Lease Abstract, Critical
Dates Templates, Customer Setup,
Lease Administration Roles, Lease
Types, Vendor Setup, Manual Fee
Types, Market Rate Index,
Miscellaneous Rent Types, Region
Codes, Role Types, Sales Categories,
Security Deposit Types, Operating
Expense Categories, and Schedule
pages.

Asset Repository

Click the Asset Repository link on the
Real Estate Management Center page.

Access the Add/Maintain Property,
Space Utilization, Property Tax,
CAFM Property Integration, CAFM
Department Integration and CAFM
Employee Integration pages.

link on the Real Estate Management
Center page.

Site Repository Click the Site Repository link onthe | Accessthe Create Site and Manage
Real Estate Management Center page. | Sites pages.

Site Acquisition Request Click the Site Acquisition Request Access the Site Acquisition Request,
link on the Real Estate Management | Manage SAR Approval pages and
Center page. critical dates pages.

Site Acquisition Setup Click the Site Acquisition Setup link | Access all the setup pages necessary
on the Real Estate Management for PeopleSoft Site Acquisition
Center page. including supplemental data.

Options and Template Setup Click the Options and Template Setup | Access the pages necessary to manage

options and critical datatemplates.
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Chapter 3

Understanding PeopleSoft Real Estate
Management Implementation Issues

This chapter discusses:

» PeopleSoft Real Estate Management implementation.

» Enterprise data flow mapping.

» Recognize your business structure.

» Define afiletransfer protocol (FTP) server for document attachments.
« Generate site acquisition requests.

* Create and administer leases.

PeopleSoft Real Estate Management Implementation

To implement PeopleSoft Real Estate Management, you first need to design the business structure of the
system and put that structure in place. Y ou must determine the best way to map your new system to your
organization's business structures, practices, and procedures.

PeopleSoft Real Estate Management provides the ability to acquire sites and the functionality for
management of the leasing life cycle.

Mapping Enterprise Data Flow

Y ou need to determine the flow of datainto and out of PeopleSoft Real Estate Management. Mapping which
applications integrate with PeopleSoft Real Estate Management and how to carry out that integration helps
you with setup decisions.

Here are some questions to help with this mapping:
»  What applications which integrate with PeopleSoft Real Estate Management do you want to utilize?

See Chapter 4, "Integrating with Other Applications," Understanding Product | ntegration, page 15.
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» Arethese applications currently implemented?
If not, when are they scheduled for implementation?

Both PeopleSoft General Ledger and PeopleSoft Asset Management need to be implemented prior to or at
the same time as the implementation of PeopleSoft Real Estate Management. Additionally, PeopleSoft
Payables must be used for processing of transactions to the landlords, and the Transaction Billing
Processor and PeopleSoft Billing must be used for processing transactions to subtenants.

» What do you want to track in your PeopleSoft Real Estate Management system?

« Do you want to create projects or assets from acquired sites?

Recognizing Your Business Structure

Implementing PeopleSoft Real Estate Management requires an iterative method of examining your business
processes and investigating the software. When designing your system, take into account your policies,
procedures, and existing structures. Assess how they can be incorporated into PeopleSoft Real Estate
Management. Ask questions such as:

» How do you acquire your properties?

« How do you control |ease management?
How does this relate to your legal and financial organizationa structure?
Isit centralized or decentralized?

« Towhat extent do you want to take advantage of the hierarchical structure afforded by using a
combination of leases and subleases?

« How do you want to control the security of your system?

Will you want the leases to be automatically approved or will someone in the management organization
have to review and approve the |eases?

Which users can create, approve or finalize site acquisition requests.

+  Whoisinvolved in the rea estate management processes at your company?

Defining an FTP Server for Document Attachments

10

PeopleSoft Real Estate Management uses an FTP server to store document attachments. Y ou must establish
an FTP server with adequate disk storage to store your documents. The RE_ ATTACHMENTS URL and
RE_ABSTRACT are delivered with PeopleSoft Real Estate Management, but you must update the datain the
URL field so that the path to the appropriate FTP server is specified. To designate the path to the FTP server,
use the URL Maintenance page.

The syntax for this URL is ftp://<username>:<password>@<machinename>.
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<username> Name of the user account under which you want all usersto connect to the FTP

server for adding, updating, viewing, and deleting documents.

<password> Password associated with the user account under which you want all usersto
connect to the FTP server.
<machinename> The name by which the FTP server isidentified on your network. Y ou may want

to create a directory on the server where your documents are stored. If you create
an optional directory, then include this directory name when citing your path.
Y ou can also store the attachments in the root directory of the FTP server.

Warning! The user name and password specified here are critical. The system uses these to connect all users
to the FTP attachment server.

See Also

PeopleSoft Enterprise PeopleTools PeopleBook: PeopleSoft Server Tools

Generating Site Acquisition Requests

The following is a high-level overview of the steps involved in generating site acquisition requests:

Setup Site Types

Site types enabl e the user to predefine the types of sites which are to be acquired. Site types can be of
Retail, Commercial, Residential etc.

Create attributes for each site type.

Create supplemental data for each site type.

Create or upload sites under consideration.

Enter contact address book information for quick retrieval of contacts.

Create asite acquisition request (SAR). Attach sites, contacts, and documents relevant to this transaction.
Generate the Comparison Matrix.

Approval to select the finalized list of sites.
Approval to select site(s) from the finalized list.

(optional) Create an asset, lease or project from the final site(s) selected.
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Creating and Administering Leases

12

Thefollowing is a high-level overview of the stepsinvolved in creating and administering alease:

(Optional) Create alease abstract for alease.

Before you create a new lease, you must extract the terms and conditions of that |ease to be captured and
administered in the system. A lease abstract provides awork template and/or summarization of those
terms and conditions, thus streamlining lease entry.

Create alease in PeopleSoft Real Estate Management.

Each lease you add, whether it is a payables or receivables |ease, enables you to define the timetable of
the lease commencement and termination date along with the term of the lease. Each lease can include
one or multiple properties. Y ou also can designate the administrator, portfolio manager and other
operational information such as region.

Capture base rent, operating expenses and other financial terms for alease.

As alease administrator, you define the base rent and operating expenses for alease. Operating expenses
can be defined for shared maintenance costs. These costs are for the common area maintenance of the
property such as: landscaping, cleaning, lobby staff, and so on, and these operating expense categories can
be predefined in setup.

Once you have defined theses terms, PeopleSoft Billing can generate an invoice or a payment can be
made through Peopl eSoft Payables, depending on the lease type.

Define rent escalations for alease.
Y ou can associate afinancial index or assign a periodic stepped increase for escalation of rentsin alease.
Setup periodic billing and payments according to lease terms.

Recurring monthly rent can be setup for periodic billing according to lease terms. The information is sent
to PeopleSoft Billing or PeopleSoft Payables on a periodic basis, simplifying the administration of that
lease.

Define percent rent terms.

Y ou can establish leases with variable rent payments based on reported periodic sales. Lower rent
payments can be negotiated in exchange for a portion of sales. As sales reach specified thresholds
(breakpoints) the percentages change, thus altering the final rent amount. Y ou can predefine these sales
categoriesin setup.

Select clause types and clause subtypes to be associated to the lease.

Y ou can predefine clause types and clause subtypesto associate to alease. L eases can have multiple
clauses defining the terms of conditions of that lease.

Define options and critical datesin alease.

L eases can have many events, options and key milestones dates that may be of significant importance and
might require reminders of actions that need to be taken. The options and critical dates feature actsas a
early warning of when these dates become due so you can take the appropriate action. Additionally,
templates can be setup to expedite entry and enforce consistency in notification rules.
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» Manage notes and contacts.

Enter notes to serve as a contact history of the lease, with optional attachments, if desired. From the
defined Landlord or Tenant in the general information, customer or vendor contact information can be
accessed from the customer or vendor master and referenced on the lease. Y ou can also set up either
internal or external real estate management contacts specific to that lease.

» Manage |lease changes through amendment processing.

Amendment processing enables you to make changes to an active lease while keeping a historical record
of the original lease and any prior amendments to that lease.

See Chapter 11, "Creating and Maintaining L eases,” Understanding L eases, page 141.
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Chapter 4

Integrating with Other Applications

This chapter provides an overview of product integration and discusses how to integrate with:
» PeopleSoft General Ledger.

» PeopleSoft Asset Management.

» PeopleSoft Contracts.

 PeopleSoft Payables.

« PeopleSoft Billing.

» PeopleSoft Asset Lifecycle Management (ALM) portal pack.

» PeopleSoft Project Costing.

Understanding Product Integration

To fully take advantage PeopleSoft Real Estate Management, you should understand the points of integration
between PeopleSoft Real Estate Management and the other PeopleSoft applications that you have purchased.
Because applications share information, you must plan to work closely with the implementation teams that
install other PeopleSoft applications to ensure that the PeopleSoft applications provide the full functionality
and efficiency that your company requires.

PeopleSoft Real Estate Management is designed to fully integrate with PeopleSoft Asset Management
(through the Asset Repository Manager), Payables, Billing (through the Transaction Billing Processor), and
General Ledger. PeopleSoft Real Estate Management does not require the installation of some of these
products; however, you cannot take advantage of asset management, real estate management, and financial
processing functionality unless you have installed the corresponding PeopleSoft applications.

PeopleSoft Real Estate Management also integrates with third-party Computer Aided Facilities Management
(CAFM) applications through the centralized asset repository in PeopleSoft Asset Management and enables
you to manage the facilities maintenance and moves using PeopleSoft Maintenance Management also through
the centralized asset repository in PeopleSoft Asset Management.

See PeopleSoft Enterprise Asset Lifecycle Management Fundamentals 9.1 PeopleBook, "Integrating

PeopleSoft Asset Management with Other Products," Understanding How to Integrate with Real Estate
Management.
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Integrating with PeopleSoft General Ledger

Aswith all financial applications, PeopleSoft General Ledger provides the foundation for how information is
processed financially. As aresult, you must define the general ledger ChartFields and other standard
PeopleSoft General Ledger setup, such as general ledger business units, for reference in PeopleSoft Real
Estate Management. Additionally, because organizations are required to account for |ease obligations based
on compliance standards, PeopleSoft Real Estate Management provides straightline accounting that integrates
directly with PeopleSoft General Ledger to facilitate entries for compliance. Y ou can set up straightline
accounting defaults when you create your real estate business units or it can be performed manually when you
create alease. After the straightline amounts are cal culated and staged, the system assigns predefined general
ledger ChartFields, such as account and department, to the accrual, deferral, and adjustment amounts. After
the adjustments are complete, you can apply the accrual or deferral into the general ledger.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Using Journal Generator,"
Understanding Journal Generator.

See Also

Chapter 12, "Managing Straightline Accounting,” Understanding Straightline Accounting, page 181

Integrating with PeopleSoft Asset Management

16

The integration between PeopleSoft Asset Management and PeopleSoft Real Estate Management is through
the centralized asset repository in PeopleSoft Asset Management. The asset repository enables you to set up
properties manually or through the CAFM integration. These properties are generated into the repository in a
controlled manner: through the capitalization processes between PeopleSoft Project Costing and PeopleSoft
Asset Management, through the asset manager's entry as a new acquisition, or through the third-party CAFM
integration.

The property datain the asset repository enables PeopleSoft Real Estate Management to create and manage a
lease between alandlord and a tenant by pulling the property asset data within the centralized asset
repository. The asset repository store property datain this hierarchical order: site, building, floor, area, and
space. For example, when you create alease is for a building, the floor, area, and space are unavailable for
another lease after that lease is activated. The sameis true when afloor of the building is leased, the areas and
spacesin that floor are unavailable. The only exception to thisiswhen a sublease to the parent lease is
created. Additionally, you cannot select properties that are designated as owned in the repository on payables
leases. This minimizes chances of error aswell as simplifieslists of properties for selection. However, you
can select owned properties and subleases on receivables |eases.

Other data stored in the asset repository includes: location of the property assets, measurement of site,
building, floor, area or space, location of assets, and the department or employee assignments as well as
property tax information on sites. This datais used for tracking and statistical reporting.

During the finalization of sites, users have the option of creating an asset in Asset Management. Any data that
can be transferred from the Site record (in the site repository), or from the SAR will be copied to the asset
definition.
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See PeopleSoft Enterprise General Ledger 9.1 PeopleBook, "Maintaining Standard Budgets in General
Ledger,” Understanding General Ledger Standard Budgets and PeopleSoft Enterprise Asset Lifecycle
Management Fundamentals 9.1 PeopleBook, "Integrating PeopleSoft Asset Management with Other
Products,” Understanding How PeopleSoft Asset Management Integrates with Other Applications.

See Also

PeopleSoft Enterprise Asset Management 9.1 PeopleBook, "Adding and Maintaining Assets," Adding and
Maintaining Asset Information

Integrating with PeopleSoft Contracts

PeopleSoft Real Estate Management uses the Transaction Billing Processor to integrate with PeopleSoft
Contracts to automatically generate invoicesin PeopleSoft Billing for rents, operating expenses and specific
maintenance fees on a predefined |ead-time. The Transaction Billing Processor interface sends invoice
regquests from PeopleSoft Real Estate Management to PeopleSoft Billing with the appropriate customer, tax,
and accounting information in the right structure to display in the right grouping and format on the invoice.

See PeopleSoft Enterprise Contracts 9.1 PeopleBook, "Working with PeopleSoft Transaction Billing
Processor," Understanding Integration Messages for Transaction Billing.

Integrating with PeopleSoft Payables

Recurring rent, security deposits, operating expense reconciliations, percent rent sales reports, and manual
fees are sent from PeopleSoft Real Estate Management to PeopleSoft Payables for payment. PeopleSoft
Payables then generates vouchers for the payments and sends information regarding the payments back to
PeopleSoft Real Estate Management. To make this integration seamless, you must establish PeopleSoft
Payables setup information such as payables business units, withholding tax codes, and vendorsin the Vendor
Information component (VNDR_ID) for use in PeopleSoft Real Estate Management setup and lease creation.

See PeopleSoft Enterprise Payables 9.1 PeopleBook, " Configuring the PeopleSoft Payables Payment
Interface.”

Integrating with PeopleSoft Billing

In PeopleSoft Real Estate Management, a tenant is also known as a customer. Y ou must set up customersin
the Customer Information component (CUSTOMER_GENERAL) before they can be attached to alease and
billed for their leases.

Recurring rent, security deposits, operating expense audits, percent rent sales reports, and manual fees are
sent from PeopleSoft Real Estate Management to PeopleSoft Billing through the Transaction Billing
Processor. PeopleSoft Billing then generates invoices for these payments and provides information regarding
the invoices to PeopleSoft Real Estate Management. Similar to the PeopleSoft Payables integration,
PeopleSoft Billing setup information such as billing business units, bill type, bill by, and tax codes must be
established for use in PeopleSoft Real Estate Management setup.
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Note. A Bill Cycle of ON-DEMAND needs to be setup in PeopleSoft Billing prior to activating a receivables
lease.

See PeopleSoft Enterprise Billing 9.1 PeopleBook, "Understanding the Billing Interface Structure,”
Understanding the Billing Interface Data Structure.

See PeopleSoft Enterprise Order to Cash Common Information 9.1 PeopleBook, "Maintaining General
Customer Information.”

Integrating with PeopleSoft Asset Lifecycle Management Portal
Pack

The PeopleSoft ALM portal pack provides a series of pagelets that reside on the portal and reference
summarized data from PeopleSoft Real Estate Management, the asset repository, and other financial
applications for visibility to pertinent property and lease information.

See PeopleSoft Enterprise Financials, ESA, ALM, and SCM Portal Packs 9.1 PeopleBook, "Using Pagelets
Enabled by PeopleSoft Real Estate Management.”

Integrating with PeopleSoft Project Costing

18

During finalization users have the option of creating a project with basic information in Project Costing. Any
datathat can be transferred from the Site record (in the site repository), or from the SAR will be copied over
to the project.
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Establishing Real Estate Management
Business Units and Accounting Rules

This chapter provides overviews of real estate management business units and accounting rules and discusses
how to:

» Createred estate management business units.

« Establish real estate management accounting rules for lease administration.

Understanding PeopleSoft Real Estate Management Business Units

To define PeopleSoft Real Estate Management business units, use the LA Business Unit Definition
component (RE_BUS UNIT).

PeopleSoft Real Estate Management defines a business unit as an operational subset of your organization that
enables you to plan your operations around the way that you work. Y ou can use a business unit to define
regional or departmental unitsin an organization.

Before you begin the day-to-day operation of your PeopleSoft Real Estate Management system, you must
create areal estate management business unit which is the backbone of your PeopleSoft Real Estate
Management system. Y ou associate each lease to areal estate management business unit, and the system
populates many |ease attributes by default from the values that you define for that business unit.

Asyou plan the optimal structure for your PeopleSoft Real Estate Management system, keep in mind its
position in Oracle's PeopleSoft Enterprise suite of applications. A real estate management business unit reads
property data from the asset repository based on the asset management business unit and supplies payment
data to PeopleSoft Payables based on the payables business unit, invoice data through the Transaction Billing
Processor to PeopleSoft Billing based on the contracts business unit, and accounting information to the
general ledger based on the general ledger business unit. Therefore, you must establish business units for
PeopleSoft Asset Management, Payables, Contracts, and General Ledger before you establish real estate
management business units.

After you establish business units for the other PeopleSoft applications, PeopleSoft Real Estate Management
can map to the applications. Be careful when selecting the appropriate business units. Make sure that all of
the mappings make sense within the suite and that the other products map to the same business unitsin their
respective setup components. For example, assume that you establish areal estate management business unit
of US001 and map it to ageneral ledger business unit of US001 for straightline accounting entries. M ost
likely the payables business unit and billing business unit match the same general ledger business unit of
US001 because PeopleSoft Payables and PeopleSoft Billing also post accounting entries to PeopleSoft
General Ledger for lease commitments in the Lease Administration feature.
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See PeopleSoft Enterprise Asset Lifecycle Management Fundamentals 9.1 PeopleBook, "Establishing
PeopleSoft Asset Management Business Units,” Understanding Asset Management Business and Cash
Generating Units.

See PeopleSoft Enterprise General Ledger 9.1 PeopleBook, "Defining Y our Operational Structure,” Defining
General Ledger Business Units.

See PeopleSoft Enterprise Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units,"
Understanding PeopleSoft Payables Business Units.

See Also

PeopleSoft PeopleTools PeopleBook: PeopleSoft Application Designer Developer's Guide, "Planning
Records, Control Tables, and TableSets"

Understanding PeopleSoft Real Estate Management Accounting
Rules

20

To define PeopleSoft Real Estate Management accounting rules, use the LA Accounting Rules Definition
component (CA_ACCT_RULES).

Accounting rules for PeopleSoft Real Estate Management are essential for providing lease transactions with
appropriate accounting entries sent to PeopleSoft Payables, Billing, and General Ledger. PeopleSoft Payables
and Billing provide the offsetting entries to the expense or revenue accounting passed over. Y ou must specify
default accounting rules for each transaction destination with an option of providing defaults for each
transaction group. Y ou can further define accounting for specific transaction codes within a transaction group
that requiresits own set of accounting rules. For example, you can set up a standard accounting rule for the
transaction group of operating expenses with a transaction destination of PeopleSoft Payables.

When operating expense transactions are generated and are sent to PeopleSoft Payables the defined standard
accounting rule for those transactions are applied and sent as well. If a specific operating expense such as
janitorial services has a unigque account requirement, you can set up an accounting rule for the transaction
destination of PeopleSoft Payables, transaction group of operating expenses, and a transaction routing code
for janitorial services with the accounting specific to janitorial services.

Three sets of debit/credit pairs are defined in the lease administration accounting rules for PeopleSoft Real
Estate Management:

« Transactions sent to the PeopleSoft Billing (BI) destination contain accounting rules that credit the
revenue.

The offset of Accounts Receivable is determined in PeopleSoft Billing setup.
» Transactions sent to the PeopleSoft Payables (AP) destination contain the dehit to expenses.
The offset of Payableis determined in PeopleSoft Payables setup.

» Transactions sent to the PeopleSoft General Ledger (GL) destination contain both the debit and credit
accounts as these are the straightline accounting entries generated from PeopleSoft Real Estate
Management.
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The following table shows the valid and invalid combinations that can exist in the accounting rules for
PeopleSoft Real Estate Management. Edit checking is added to the Accounting Rules for Lease
Administration page to ensure that only valid combinations are saved:

Transaction Destination Transaction Group Valid Combination?
AP Base Rent Yes
Bl Base Rent Yes
GL Base Rent No
AP Security Deposit Yes
BI Security Deposit Yes
GL Security Deposit No
AP Straightline Accounting No
BI Straightline Accounting No
GL Straightline Accounting Yes
AP Operating Expense Yes
BI Operating Expense Yes
GL Operating Expense No
AP Percent Rent Yes
Bl Percent Rent Yes
GL Percent Rent No
AP Miscellaneous Rent Yes
BI Miscellaneous Rent Yes
GL Miscellaneous Rent No
AP Manual Fee Yes
BI Manual Fee Yes
GL Manual Fee No
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Creating Real Estate Management Business Units

After you determine how many business units that you use and how to organize them, you must define
PeopleSoft Real Estate Management-specific business unit definitions. A business unit definition specifies the
transaction processing defaults and configuration options associated with the business unit. Two pages are
used to define real estate management business units:

« TheBusiness Unit Definition General page.

» TheBusiness Unit Definition Transaction Settings page.
This section lists prerequisites and discusses how to:

» Define real estate management business units.

» Definerea estate management business unit transaction settings.

Prerequisites

Y ou must establish at least one assets, billing, contract, payables, and general ledger business unit in each of
those respective applications to map to the Real Estate Management business unit when it is created. Y ou
must also set up a PeopleSoft calendar to define the term calendar 1D and percent rent calendar 1D to define
the proration method.

Pages Used to Establish Real Estate Management Business Units

22

Page Name Definition Name Navigation Usage

Lease Administration RE_BU_CFG1 Set Up Financials/Supply Create or update a Lease

Business Unit Definition - Chain, Business Unit Administration business

General Related, Real Estate unit definition. This page
Management, LA Business | enablesyou to set various
Unit Definition, General configuration options, such

as the mappings to other
business units, the auto-
straightline option, the
general limits and measures,
and lease expiration

notifications.
Lease Administration RE_BU_CFG2 Set Up Financials/Supply Define transaction
Business Unit Definition - Chain, Business Unit processing options, such as
Transaction Settings Related, Real Estate processing lead time and

Management, LA Business | default transaction routing
Unit Definition, Transaction | codes.
Settings

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 5 Establishing Real Estate Management Business Units and Accounting Rules

Defining Real Estate Management Business Units

Access the Lease Administration Business Unit Definition - General page (Set Up Financials/Supply Chain,
Business Unit Related, Real Estate Management, LA Business Unit Definition, General).

/ Transaction Settings iE Options and Critical Dates N

E@ Business Unit Definition - Lease Administration

Lease Administration Business Unit Definition - US001

Business Unit: LS00
*Short Description: LIs001 *Description: |USEIU1 MEW YORK OPERATIONS

Journal Templates

*General Ledger: lusoo1 @, General Ledger:  |REM @,
*Asset Management: IW%
*Accounts Payable: Im%
*Contracts: IW%

Auto Straightline

Rent & Miscellaneous Rent Operating Expenses

Limits & Measures

Unit of Measure: |Square Feet ,v| *Base Currency: WQ Us Dollar
PercentRent Calendar ID: |01 @, Monthly *Rate Type: [CRRNT@, Current Rate
Tolerances:

Percent Rent: m %% Operating Expenses: m %

*Proration Method: *Lease Calendar: IF'% Monthly

@ Notify Only O update Only O Notify and Update

[ Lease Transactions O crititcal Dates

[ Transaction Queue Monitoring Tam Outstanding Days: I_

[] sales Amount Maonitoring ] Operating Expense Maonitoring

Lease Administration Business Unit Definition - General page
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Business Unit

Business Units

General Ledger

Asset Management

Accounts Payable

Contracts

Journal Template

General Ledger

24

When you add a business unit, you must provide a description and specify a
valuein the Default SetID field.

Select ageneral ledger business unit. This general ledger business unit defines
the accounting processing for the associated real estate management business unit
for straightline accounting entries. All leases with straightline accounting entries
created for thisreal estate management business unit post to the general ledger
business unit specified here.

Note. Transactions generated through the PeopleSoft Payables and PeopleSoft
Billing interfaces are posted through those respective applications.

Select an asset management business unit. Properties are considered assets and
are contained within the master asset repository. The asset management business
unit (AMBU) defines the property asset information associated with this real
estate management business unit.

All leases created use the PeopleSoft Asset Management property information to
manage the life cycle of the lease for the property specified on the lease from the
AMBU. Because PeopleSoft Asset Management might post accounting entries to
the genera ledger for its own purposes (such as capitalization), properties
selected on leases under this real estate management business unit are restricted
to only the property assets under the business unit mapped here.

Select a payables business unit. All payments made for leases under areal estate
management business unit are sent to Payables for processing using this business
unit.

Select a contracts business unit. When creating alease in the real estate
management business unit, a contract header and lineis also created in the
contracts business unit. Thisinitiates the transaction billing processor within the
contracts business unit to determine the routing of the rent to be billed.

Select the general ledger template to be associated with the real estate
management business unit. Accounting entries created for thisreal estate
management business unit use this general ledger accounting template to
generate the journal in PeopleSoft General Ledger.
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PeopleSoft Real Estate Management provides the ability to support the accounting and reporting for operating
leases by allowing you to enable or disable the straightline processing at the business unit level. For example,
let's say that atenant agrees to rent a space from the landlord. Under FASB-13 Operating Lease provisions, if
the rent amount or recurring expense amount for the rented space is not evenly termed across periods, or free
rent (zero rent) is applicable for certain periods, those amounts must be reported in the PeopleSoft General
Ledger on a straightline basis (an even distribution).

See Chapter 12, "Managing Straightline Accounting,” Understanding Straightline Accounting, page 181.

Rent & Miscellaneous
Rent

Operating Expenses

Limits and Measures

Unit of Measure

Base Currency

Per cent Rent Calendar
ID

Select to enable base rent and miscellaneous rent transactions to use the
straightline accounting process by default for this real estate management
business unit. This mechanism assists with lease entry. When a new lease or
recurring rent term is added, the straightline check box is automatically selected
or cleared based on the setting defined here. Y ou can deselect the check box on
the lease from the default value defined on the business unit to enable or disable
straightline processing on specific financial terms on a specific lease.

Select to enable operating expense transactions to automatically perform
straightline accounting processing for this real estate management business unit.
When a new |ease or an operating expense is added, the straightline check box is
selected or cleared by default based on the setting defined here. Y ou can deselect
the check box on the lease from the default value defined on the business unit to
enable or disable straightline processing on specific financial terms on a specific
lease.

Select the default unit of measure for referencing the space measurement of a
property in alease for thisreal estate management business unit. Values are:
Sguare Feet and Square Meters.

Select the default base currency for thisreal estate management business unit.
L ease transactions created in thisreal estate management business unit
automatically inherit this base currency, although you can override the base
currency on the lease.

The currency specified on the lease is the currency used for invoicing or
payment by PeopleSoft Billing and PeopleSoft Payables, respectively.

Select the detail calendar 1D. Percent rent sales reporting uses a specific calendar
with distinct periods and start and end dates. The detail calendar that you select
provides the system with the appropriate information to understand the frequency
with which you report or receive sales reports. In addition, this calendar structure
enables the system to search for and determine when sales reports are missing, as
well asto prevent duplicate sales reports for the same period.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining
Accounting Calendars,” Defining Detail Calendars.
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Rate Type

Percent Rent

Operating Expenses

Proration Method

L ease Calendar

Select the currency exchange rate type to be used when the system must perform
currency trandations for this business unit.

Note. The most commonly used rate type is CRRNT (current).

Define the percentage tolerances for a sales category amount for this real estate
management business unit. Thisvalueis used for visual purposes on the sales
report only. If asales report category amount has changed significantly over the
previous month, the system displays a warning message on the sales reporting
entry worksheet to indicate that it has exceeded the tolerance.

Define the percentage tolerance for operating expense amounts for this real estate
management business unit. Thisvalueis used for visual purposes on the
operating expense audit page only. If an operating expense category amount has
changed significantly over the previous year, the system displays an icon on the
operating expense audit/reconciliation worksheet to indicate that it has exceeded
the tolerance.

Defines the rule that the system uses to determine how much to apportion to the
recurring rent based on the term calendar and the proration method that you
define on the lease. The term calendar determines the start and end date of the
billing period. If the term start date does not correspond with the calendar period
start date, the payment for the first period will be for the prorated period. For
example, if you use the normal monthly calendar, January to December, and base
rent starts on 01/12/2005, then the first payment must be for the prorated amount
for the time frame 01/12/2005 to 01/31/2005. The system also performs proration
when the term end date does not correspond to the calendar period end date.

The selection drives the default while setting up the recurring terms on the lease.
Y ou can override the default. Available methods for proration are:

360 Days: Select to prorate on monthly frequencies, where each month has only
30 days.

365 Days: Select to prorate according to a standard 365 day Gregorian calendar
using each of the 12 months as the start and end dates (31 days in January, 28 or
29 daysin February, 31 daysin March, and so on). This method supports weekly,
monthly, quarterly, and annual frequencies.

No Proration: Select if you do not want the proration method for the rent
provided by default. Y ou can define the proration method at the lease level.

Define the lease calendar, which the system populates on all financia terms of
the lease by default for this business unit. The lease calendar determines the start
and end date of billing periods for recurring financial terms. Y ou must select a
calendar with a 12 period monthly allocation type.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining
Accounting Calendars,” Setting Up Calendar Builder.
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Lease Expiration Notification

The Transaction Generator Application Engine (RE_GENTRANS) includes a process that automates |ease
expiration. The automated lease expiry process sets the status of any active lease to expired when the lease
end date precedes the execution date of the transaction generator. The Lease Expiration Notification option
determines how the automated |ease expiry process treats | eases attached to the current business unit.

Notify Only

Update Only

Notify and Update

Automated Workflow

L ease Transactions

Critical Dates

Transaction Queue
Monitoring

TQM Outstanding Days

Sales Amount
Monitoring

Select to have the lease expiry process send an email notification when aleaseis
due to expire. The status of the leaseis not changed. The notification email is
sent to the Lease Administrator and Portfolio Manager named on the |ease.

Select to automatically set the status of alease to Expired when the lease end
date has passed. No notifications are issued, however, a system generated note is
added to the lease to record the expiration.

Select this option to automatically set the status of alease to Expired when the
lease end date has passed. A notification email is sent to the Lease Administrator
and Portfolio Manager named on the lease. In addition, a system-generated note
is added to the lease to record the expiration.

See Chapter 8, "Structuring Leases," Defining Option Notifications, page 99.

Select this check box to enable workflow for lease transactions based on events
setup on the workflow configuration. Tasklists will be created for the Lease
Administrator or Portfolio manager based on the role which would enable them
to review the lease.

Select this checkbox to enable workflow for critical dates. The reviewer of the
critical date notification will be directed to the Lease Abstract worksheet to
review the cause of the notification and take appropriate action based on the
upcoming event.

Select this checkbox to enable workflow for transaction queue monitoring. A
batch process will identify all the transactions in the queue which are beyond a
threshold setup in BU level and send notifications to the Lease Administrator or
Portfolio Manager about the pending approval.

If Transaction Queue Monitoring is enabled, the outstanding days hasto be
entered.

Select this checkbox to enable workflow to create tasklists if the sales billing
amount exceeds tolerance. The approver will be directed to an approval page
from the tasklist. The transactions will only be sent to the Transaction Queue
after approval.
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Operating Expense

Select this checkbox to enable workflow to create tasklists if the operating
Monitoring

expense for a category exceeds tolerance. The approver should be directed to an
approval page from the tasklist. The transactions should be sent to the
Transaction Queue only after approval.

Defining Real Estate Management Business Unit Transaction Settings

Access the Lease Administration Business Unit - Transaction Settings page (Set Up Financials/Supply Chain,
Business Unit Related, Real Estate Management, LA Business Unit Definition, Transaction Settings).

" General |[RICUEEEPIEE L ERE  Options and Critical Dates

% Business Lnit Definition - Lease Administration

Lease Administration Business Unit Definition - US001

Business Unit: US001

Lead Time (Days): 10 Lead Time {Days): 10
Auto Approve O] Auto Approve
Straightline Accounting Routing Codes: Straightline Accounting Routing Codes:
*pccrual: [FASB_R_ACCRUAL @, *Accrual: [FASB_P_ACCRUAL @,
*Deferral: [FASB_R_DEFERRAL @, *Deferral: [FASB_P_DEFERRAL @,
*Adjustment: [FASB_R_ADJUST @, *Adjustment:  |FASB_P_ADJUST @,
*Base Rent: [RENT @,
Security Deposits:
*|lssue: |SECDEP_ISSUE @, “Interest: |SECDEP_INTEREST @,
*Deduction: |SECDEP_DED @, *Refund: |SECDEP_REFUND @,
~Operating Expenses: |OPEX_DEFAULT @, *Miscellaneous Rent: |MISC_DEFAULT @,
*Percent Rent: |PRENT_DEFAULT @,  *Manual Fees: [MAN_DEFAULT @,
Billing Type: lf'%, Bill Source: |[SERVICE @y Bill By: |CONTRACT @

Lease Administration Business Unit Definition - Transaction Settings page
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Billing Options

Lead Time (Days)

Auto Approve

Establishing Real Estate Management Business Units and Accounting Rules

Specify the billing default transaction lead time for automatically generated
transactions for this rea estate management business unit. The date specified
determines the number of days before the billing date that you want the
automatically generate process to occur. If the invoice due date is the end of the
month and it takes your organization approximately 10 daysto process the
invoice, then set the lead time to 10. This setting is used to compensate for
processing times needed for invoices to reach the tenant before the due date.
Then, on each |lease, the Transaction Generator picks up any recurring
transactions based on the |ease due date, |ess the lead time established here. Each
recurring rent page includes an Anticipated Process Date field, which takes this
setting into account.

Select to automatically approve transactions in the transaction queue. The system
sets the transactions to Pending status if nothing is selected. Y ou need to approve
each transaction before the transactions can be processed.

Billing Options - Straightline Accounting Routing Codes

Accrual

Deferral

Adjustment

Enter the transaction routing code for the system to use as a default for
straightline accrualsin thisreal estate management business unit. The routing
code for accruals determines the processing for receivables lease transactions in
the general ledger.

Enter the transaction routing code for the system to use as a default for
straightline deferralsin this real estate management business unit. The routing
code for deferrals determines the processing of receivables lease transactionsin
the general ledger.

Enter the transaction routing code for the system to use as a default for
straightline adjustmentsin this real estate management business unit. The routing
code for adjustments determines the processing of receivables |ease transactions
in the general ledger.

Accounts Payable Options

Lead Time (Days)

Specify the payables default transaction lead time for auto-generated transactions
for this real estate management business unit. The date specified determines the
number of days prior to the due date that you want the auto-generate process to
occur. If the due date is the end of the month and it takes your organization
approximately 10 days to process (from vouchering to mailing), then set the lead
time to 10. This setting is used to compensate for processing times needed to
ensure that a payment reaches the landlord by the due date. Then, on each lease,
the Transaction Generator picks up any recurring transactions based on the lease
due date, less the lead time established here. Each recurring rent page includes an
Anticipated Process Datefield, which takes this setting into account.
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Auto Approve

Select to automatically approve transactions in the transaction queue. The system
sets the transactions to Pending status if nothing is selected. Y ou need to approve
each transaction before the transactions can be processed.

Accounts Payable Options - Straightline Accounting Routing Codes

Accrual

Deferral

Adjustment

Item Routing Codes

Base Rent

Security Deposit

Issue

Deduction

Interest

30

Enter the transaction routing code for the system to use as a default for
straightline accrualsin thisreal estate management business unit. The routing
code for accrual s determines the processing for payables lease transactions in the
general ledger.

Enter the transaction routing code for the system to use as a default for
straightline deferralsin this real estate management business unit. The routing
code for deferrals determines the processing of payables lease transactions in the
general ledger.

Enter the transaction routing code for the system to use as a default for
straightline adjustmentsin this real estate management business unit. The routing
code for adjustments determines the processing of payables lease transactionsin
the general ledger.

Select the routing code for base rent transactions for this real estate management
business unit. All rent transactions generated for this real estate management
business unit use this routing code to generate entries that are interfaced into the
general ledger.

See Chapter 8, "Structuring Leases," Understanding Transaction Routing Codes,
page 83.

Enter the routing code to be used for standard security deposit transactions.

Select the routing code for security deposit deductions. Security deposit
deduction transactions that you create use this default to generate entries that are
interfaced into the general ledger. Deductions are used only in the security
deposit refund process. Any deductions for damages also use this code.

Select the routing code for security deposit interest. Security deposit transactions
that you create use this routing code to generate entries that are interfaced into
the general ledger. Interest is used only in the security deposit refund process.
Any interest earned on security deposits held use this code.
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Refund Select the routing code for security deposit refunds. Security deposit refund
transactions that you create use this default to determine processing in the general
ledger. Refund is used only in the security deposit refund processto reverse the
initial issue amount.

Group Routing Codes

The Real Estate Management application uses transaction groups to link certain classes of transaction. The

transaction groups—Operating Expense, Percentage Rent, Manual Fees and Miscellaneous Rent are
collections of transaction categories. The Group Routing Codes field enables you to define the default routing
code for each transaction group if you elect not to specify arouting code at the transaction category level. For
example, let's say that you have defined an Operating Expense category called Garbage Removal and you
choose not to provide a specific routing code for Garbage Removal. When an Operating Expense transaction
is generated for Garbage Removal, the transaction generator attempts to locate the category's routing code.
Since the routing code is not specified at the category level, the transaction generator looks for a routing code
specified at the transaction group level, and the system picks up the default routing code for Operating
Expenses.

Note. Transaction Group default routing codes are all required fields. A transaction cannot be processed
unless arouting code exists and the transaction group is the top level of the defaulting chain.

Operating Expense Select the default routing code for al operating expenses. The system provides
this routing code by default when a specific routing code is not defined for an
operating expense.

Per cent Rent Select the default routing code for al percent rent transactions. The system
provides this routing code by default when a specific percent rent routing codeis
not defined for percent rent transactions.

Miscellaneous Rent Select the default routing code for al miscellaneous rent. The system provides
this routing code by default when a specific routing code is not defined for
miscellaneous rent transactions.

Manual Fees Select the default routing code for al manual fees. The system provides this
routing code by default when a specific routing code is not defined for manual
fee transactions.

Billing Defaults

Bill Type Select adefault bill type for leases created under thisreal estate management
business unit. The bill type represents a category of activity being billed.

Thisis prompted from Billing Setup. Thisis not arequired field in RE BU setup.
If thisisleft blank, thiswill be defaulted from the Contracts BU setup. If thisis
null for that BU in Contracts also this will raise an error on Lease Activation.
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Bill Source Select the default billing source. The billing source is used to identify where the
billing activity came from and to then associate default billing information with
that billing activity.

Thisis prompted from Billing Setup. Thisis not arequired field in RE BU setup.
If thisisleft blank, thiswill be defaulted from the Contracts BU setup. If thisis
null for that BU in Contracts also thiswill raise an error on Lease Activation.

Bill By Select adefault bill by for leases created under thisreal estate management
business unit. The Bill By field enables you to group bill lines on invoices.

Thisis prompted from Billing Setup. Thisis not arequired field in RE BU setup.
This can be blank in the Contracts side al so.

Defining Real Estate Management Business Unit Options and Critical Date
Settings

General Transaction Settings
R, Business Unit Definition - Lease Administration

Lease Administration Business Unit Definition - US001

Business Unit: Ls001

Apply Template

=
. Critical . .
Lease Option Date Lease Option Name Description
1 &% =]

Lease Administration Business Unit Definition - Options and Critical Dates page

The options setup here will be defaulted onto the lease. Users can add additional |ease-level critical dates to
the lease that are in addition to the business unit defined defaults.

Establishing Real Estate Management Accounting Rules for Lease
Administration

This section discusses how to define real estate management accounting rules for lease administration.
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Page Used to Establish Accounting Rules

Page Name

Definition Name

Navigation

Usage

Accounting Rules for Lease
Administration

CA_ACCT_RULES

Set Up Financial s/Supply
Chain, Business Unit
Related, Real Estate
Management, LA
Accounting Rules

Define accounting rules for
transaction destinations and
transaction groups for lease
transactions.

Defining Real Estate Management Accounting Rules for Lease Administration

Access the Accounting Rules for Lease Administration page (Set Up Financials/Supply Chain, Business Unit
Related, Real Estate Management, LA Accounting Rules).

Note. When you add a new accounting rule for alease administration business unit, you should use the same
genera ledger business unit that you selected on the Lease Administration Business Unit Definition - General
page in the General Ledger field for that |ease administration business unit.

Accounting Rules for Lease Administration

LA Business Unit: Usood Description: Operating Expenses Default

GL Business Unit: usoo1

Transaction Destination: |1

AP

*Status: Active

Transaction Group: 4 @, OpEx

Transaction Routing % @,
Code:

Copy Accounting Entries To...

N
Budget
Reference

Program Class
Code Field

Seq . . . . Alternate Operating Fund
Nbr Debit/Credit ‘Account Type ‘Account Account Unit Code

1 Debit

Department Product

Expense v| [p41500 @y % @ e @ [w a e o e @ [w @ [ oy
<

The Credit side of the entry will be created by AP

Accounting Rules for Lease Administration page (partial)

When you define the real estate management accounting rules, you must keep in mind that the real estate
business unit can only be mapped to a single general ledger business unit. PeopleSoft Real Estate
Management does not support interunit accounting, therefore, only the accounting rules defined for the real
estate business unit and general ledger business unit combination can be used to generate accounting entries.
For example, the real estate business unit of US001 mapped to general ledger business unit US001 uses only
those accounting rules that are defined by this business unit combination. Accounting rules defined for any
other business unit combination cannot be used for processing.
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Transaction Destination Enter the destination where the transaction is sent. The value that you enter

Transaction Group

Transaction Routing
Code

Copy Account Entries
To

Accounting Entries

determines the accounting rules for an expense or revenue transaction. Values
are:

AP (PeopleSoft Payables): If the transaction destination is AP, then PeopleSoft
Payables uses the accounting rule that you define. When the transaction goes to
Peopl eSoft Payables, the accounting rule specifies the expense debit side of the
accounting entry.

Bl (PeopleSoft Billing): If the transaction destination is Bl, then PeopleSoft
Billing uses the accounting rule that you define. When the transaction goes to
PeopleSoft Billing, the accounting rule specifies the revenue credit side of the
accounting entry that the transaction needs to offset the PeopleSoft Receivables
side of the entry that they cresate.

GL (PeopleSoft General Ledger): If the transaction destination is GL, then
PeopleSoft General Ledger uses the accounting rule that you define. When the
transaction goes to PeopleSoft General Ledger, the accounting rule specifies the
expense debit side of the accounting entry.

Select the transaction group to define the type of transactions being sent to create
the proper journal entries. Possible values for this field are Base Rent, Security
Deposit, Straightline Accounting, Operating Expense, Miscellaneous Expense,
Manual Fee and Percent Rent.

Select the transaction routing code. Y ou can define unique accounting rules by
specifying the transaction routing code for a specific transaction group.

Click to copy accounting rules to create a new accounting rule.

Use thefieldsin this group box to define your accounting entries for your lease transactions. By using the %
(wildcard), the system accepts the default entries for that field.

Debit/Credit

Account Type

Account

Displays whether the accounting entry is adebit or credit. Thisfield corresponds
with the value that you selected in the Account Type field.

Select the account type for this accounting entry.

Enter the account number for the account type.
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Securing Your PeopleSoft Real Estate
Management System

This chapter provides an overview of PeopleSoft Real Estate Management security and discusses how to:
»  Set up basic security.

» Set up rolesand permission lists.

»  Set up row-level security.

»  Set up lease administration security.

Understanding PeopleSoft Real Estate Management Security

PeopleSoft applications use the capabilities and flexibility of multilevel security to provide a solution to
security issues. PeopleSoft Real Estate Management provides security at the row level, lease approval, and
roles and permission lists.

Security rules enable you to establish which security events can be performed on transactions independent of
any specific user until such time as you apply the rulesto a user or users. For example, you can create one
security rule to enable access to payables or receivables leases, |ease entry, amendments, and inquiry. You
can create a different security rule that enables only lease entry and maintenance for a particular user (lease
entry clerk). After you define your security rules, you can assign these rulesto a specific user ID or all the
users and roles assigned to a permission list.

Note. The content of this chapter isonly a part of what you need to know to secure your system. Other
relevant information is located in the PeopleSoft Application Fundamentals PeopleBook.

Setting Up Basic Security

PeopleSoft applications provide basic access and data security. Access to PeopleSoft applicationsis
implemented through the use of user IDs, roles, and permission lists. Data security is implemented through
setIDs. To learn more about access and data security, refer to the relevant section in the PeopleSoft
Application Fundamental s PeopleBook.

In addition to the basic security infrastructure, the PeopleSoft Real Estate Management product provides a
number of extra security features that enable you to limit certain activities to specific job roles. Peopl eSoft
Real Estate Management provides two features to help you manage roles and responsibilities: role types and
lease administration roles.
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Role Types

Role types enable you to define any number of job roles. These job roles are categorized as either internal or
external roles:

« Aninterna roleisassigned to users who can sign in to the application enter and update lease information.
« Anexterna roleis assigned to users who perform atask within the lease administration process.

These users do not have sign-in access. An external role can be a service employee, vendor, tenant, and so
on.

The four role type categories are:

« Internal Administrator: A person who performs day-to-day operational activities associated with adding,
updating, and maintaining lease information.

« Internal Manager: A person who performs day-to-day operational activities, in addition to general
operational duties, and might be required to approve certain activities such as activating alease or
approving atransaction.

« External Contact: A person, such as a service employee, whom you want to track as a contact.
« Principal Contact: A person or organization that is associated with alease.

When you define anew role type, you can use any name for that role type. However, you must assign a
category to that role type. For example, the person who performs lease maintenance in your organization in
one region might be known as alease administrator while another region might refer to thisjob roleasa
contract manager. Y ou can define both role types and designate them as internal administrators.

Lease Administration Roles

L ease administration roles associate application users defined by the base PeopleSoft security architecture
with specific real estate management job roles. After you define your lease administration roles, you can
modify the PeopleSoft Real Estate Management application to limit certain activities based on the role type
category of the user who is signed on.

Automated Workflow Engine Roles

With release 9.1 the users can also define their own roles and define workflows based on the Approval
Workflow Engine. The users need to change the Approval definitions provided to add their own roles based
on their business process These are the list of features supported by AWE:

» Lease state changes

« Salesamount monitoring

»  Operating expense monitoring
« Transaction Queue monitoring
» Clause monitoring

» Critical date monitoring
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» Siteacquisition request approvals

» Siteacquisition finalization

Securing Your PeopleSoft Real Estate Management System

PeopleSoft Real Estate Management delivers the following predefined roles and associated members for the

Automated Workflow Engine process:

Acquisition finalists.

Role Default Member
RE_APPROVER - Thisroleis provided for the Lease SVP1
Management Review and Approval Process.

SITE ADMIN - Thisroleis provided for Site Acquisition | SVP1
approvers.

SAR_FINALIST - Thisroleis provided for Site CusT

Automated Workflow Engine Process Definitions

PeopleSoft Real Estate Management delivers the following predefined process definitions for the Automated

Workflow Engine process:

Process Name Process Definition Roles Default User Event

L ease state changes RE_LEASE TRANS | RE_APPROVER SVP1 Route for Review
Sales amount RE_SALES REPOR | RE_APPROVER SVP1 Route for Approval
monitoring T

Audit expense RE_AUDIT_OPEX RE_APPROVER SVP1 Route for Approval
monitoring

Transaction queue RE_TRAN_QUEUE | RE_APPROVER SVP1 Route for Review
monitoring

Lease clause RE_CLAUSE_COM | RE_APPROVER SVP1 Route for Review
monitoring P

Critical date RE_CRDT_NOTIFY | RE_APPROVER SVP1 Route for Review
monitoring

SAR approva RE_SAR_DETAIL SITE_ADMIN SVP1 Route for Approval
Finalist sites RE_SAR_FINALIZE | SAR_FINALIST CusT Route for Approval

Setting Up Roles and Permission Lists

PeopleSoft applications enable you to control user access on afeature-by-feature basis, using the roles and
permission lists. Thislist shows the basic structure of access security:
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System users can be assigned one or more roles.
A role can be alocated to one or more permission lists.

A permission list identifies the features accessible to therole.

Note. A more detailed explanation of roles and permission lists can be found in the PeopleSoft
Application Fundamentals PeopleBook.

PeopleSoft Real Estate Management delivers the following predefined roles:

RE_ADMIN - Rea Estate Administrator

This role enables users to perform the general day-to-day operations involved in creating, updating, and
administering leases. This also includes the management and processing of all lease-based financial
transactions.

RE_SUPER - Real Estate Super User

Thisroleis designed to be used by a super user for setting up and configuring the PeopleSoft Real Estate
Management application. The super user also has accessto all of the permissions available to the role of
RE_ADMIN.

PeopleSoft Real Estate Management delivers the following predefined permission lists:

EPRE1000 - Real Estate Configuration

Provides accessto al of the Real Estate Setup components.

EPRE2000 - Lease Administration

Provides access to all operational |ease administration features.

EPRE3000 - Real Estate Portal Administration

Provides access to administering the PeopleSoft Real Estate Management portal pagelets.
EPRE3500 - Real Estate Portal User

Provides views to the PeopleSoft Real Estate Management portal pagelets.

This table shows the delivered assignments of permission liststo roles:

Permission List/Roles RE_SUPER RE_ADMIN
EPRE1000 - Real Estate Yes No
Configuration

EPRE2000 - Lease Administration Yes Yes
EPRE3000 - Real Estate Portal Yes No
Administration

EPRE3500 - Real Estate Portal User | Yes Yes
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Setting Up Row-Level Security

To establish security within PeopleSoft Real Estate Management, you must decide which level of security to
establish throughout your system, which key fields to secure, and whether security is handled through user
IDs or roles. Y ou can implement security to restrict individual users or roles to specific rows of datathat are
controlled by such key fields as setIDs or business units. Y ou can aso limit users to access only a specific
subset of rows.

See Also

PeopleSoft Application Fundamentals PeopleBook

Setting Up Real Estate Management Security

When a user approves the lease, the financial processing of that lease, such as billing and payments
processing, begins. Consequently, you can limit the list of users who can activate alease. These are the three
key elements to setting up Lease Administration security features:

» Role Types: Specify the different types of job role used by your organization.

A roletype represents ajob role. The Lease Administration feature uses job roles to associate specific
details with leases and, in some cases, determine which roles may perform certain operations.

« Lease Administration Roles: Specify the internal job roles you use and associate the roles with specific
system users.

The lease administration role associates system users with the various job roles that are associated with
adding, updating, and maintaining leases.

» LeaseActivation Policy: Specifies how and by whom a lease can be activated.

When you create a new lease, financial processing such as billing and payments processing does not begin
until the lease is activated. To protect the integrity of your financial processes, the PeopleSoft Real Estate
M anagement application enables you to prevent alease from being activated until a manager approvesit.
This approval step is controlled by the automatic lease approval option on the Installation Options - Lease
Administration page. When you disabl e the automatic |ease approval option, only users who are assigned
the Lease Administration role based on the Internal Manager role type category can activate alease. If
automatic lease approval is enabled, any |ease administration role can activate a lease.

Note. This application is delivered with the automatic lease approval feature enabled.

The Automated Workflow Engine can be configured for the following:

» Sales Amount Approval: Using AWE, users can setup their own roles and set of users who are authorized
to approve sales amounts that have surpassed the tolerance limit setup at the business unit level.

»  Operating Expense Approval: Using AWE, users can setup their own roles and set of users who are

authorized to approve operating expense amounts that have surpassed the tolerance limit setup at the
business unit level.
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«  TQM Monitoring: Transaction Queue approvals can be used to notify specific user roles setup in the
AWE configuration.

» Clauses Monitoring: Lease clauses can be monitored for compliance based on specified user roles setup in
the AWE configuration.

 Critical Dates Monitoring: Critical date notifications can be sent to user defined roles setup in the AWE
configuration.

»  SAR Approval Policy: SAR approvers can be defined as user roles and setup in the AWE approval
definitions.

« SAR Finalization Policy: User roles, who can finaize the SAR, can be setup in the AWE configuration.

See Chapter 8, "Structuring Leases," Understanding Role Types, page 101.

See Chapter 8, "Structuring Leases," Understanding L ease Administration Roles, page 102.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 7
Setting Up Property Site Acquisition

This chapter provides an overview of setting up property site acquisitions and discusses how to:
« Set up sitetypes.
»  Set up attributes.

»  Set up supplemental data.

Understanding Property Site Acquisition Setup

Supplemental datais valuable when you want to capture information about a subset of object instances with
fields that are relevant only to these particular object instances. Objects include records, pages, and
components, which you must configure specifically to accept supplemental data. Supplemental data may bein
afield that is embedded in the page or appears on a secondary page. Oracle defines and registers both the
supplemental data store records associated with a base record and the components to be used for supplemental
data. Be aware that adding any additional objectsis regarded as a customization and requires familiarity with
PeopleTooals.

When you set up supplemental data, you define records and fields and map them to a data storage record.
These definitions are not stored in the PeopleTools metadata tables but in the metadata tables for the
supplemental data. Y ou define supplemental data page elements to appear on the page in two columns. Y ou
must also group supplemental data fields within a display group for display purposes. Y ou assign display
groups to pages that are enabled for supplemental data. Once you have made this designation, you can define
the conditions under which the application should use the supplemental data. Y ou can perform a search on
one display group. The pages within the Supplemental Data component enable you to accomplish these tasks.

Considerations and Limitations

The decision to add supplemental datato your application should be based on how applicable the data objects
are to instances of the object. If the data objects apply to a significant number of instances of the object, then
it may want to add afield to the table using Application Designer instead of using attributes to capture the
data. If the data elements apply to a much smaller percentage of the objects, then attributes may be the
solution. While supplemental data provides a large amount of flexibility in terms of adding data el ements
without changing the underlying data model, you should consider the following limitations when you are
evaluating whether to implement supplemental data:
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» Supplemental data does not fall under the normal upgrade capabilities that are provided with PeopleTools.

Because supplemental data records are not atype of PeopleTools object, you cannot use the standard
upgrade facilities that are provided by PeopleTools, such as the Upgrade Copy or Upgrade Compare
process, to upgrade supplemental data from one database to another. The mechanism for migrating
supplemental dataisto extract the data from the source database and move the data to the target database,
which you can accomplish, for example, by using Data Mover or asimilar tool. Oracle does not deliver
any utilities, such as data mover scripts, for migrating supplemental data.

» Because supplemental datarecords are stored in separate tables (distinct from the base table),
incorporating supplemental information into reports may be difficult.

» Supplemental data can be displayed only in atwo-column format.
« Performance issues can occur if you have too many supplemental data recordsin the system.

Use supplemental dataonly if the data elements are truly dynamic in nature or if they apply to certain
instances of an object. Never use supplemental data simply because creating it is easier than using
standard PeopleToolsfields.

Setting Up Site Types

Site types are effective-dated and setI D-driven. Y ou can define as many types as your business needs.

This section discusses how to set up site types.

Page Used to Set Up Site Types

Page Name Definition Name Navigation Usage
Site Types RE_SITE TYPE Set Up Financial s/Supply Set up site types for use
Chain, Product Related, when defining sites.

Real Estate Management,
Site Acquisition, Site Type

Setting Up Site Types

Access the Site Type page (Set Up Financials/Supply Chain, Product Related, Real Estate Management, Site
Acquisition, Site Type).
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g FProduct Related Setup - Site Acquisition
Site Type

Setld SHARE Site Type COM

*Effective Date:  |01/01/1900 [5

Site Type Mame: |Commercial

Description: Commercial

*Status:

Active w

Site Type page

Enter asite type and description for use when defining sites and site acquisition requests.

Setting Up Attributes

Y ou must set up site types before you can define site attributes.

For each site type and business unit combination, users can access a setup page where they can select among
the delivered site acquisition fields for inclusion in the SAR Comparison Matrix chart.

This section discusses how to:

«  Set up attributes.

» Set up site attribute units of measure (UOMS).

Pages Used to Set Up Attributes

Page Name Definition Name

Navigation

Usage

Site Attributes RE_SITE_ATTR

Set Up Financia s/Supply
Chain, Product Related,
Real Estate Management,
Site Acquisition, Maintain
Site Attributes, Site
Attributes

Define attributes for sites
and assign weightingsto be
used to display values on
the comparison matrix.
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Page Name

Definition Name

Navigation

Usage

Unit of Measures

RE_SITE ATTR_UOM

Set Up Financial§/Supply
Chain, Product Related,
Real Estate Management,
Site Acquisition, Maintain
Site Attributes, Unit of
Measures

Define the units of
measures to be used when
defining sites.

Setting Up Attributes

Access the Site Attributes page (Set Up Financials/Supply Chain, Product Related, Real Estate Management,
Site Acquisition, Maintain Site Attributes, Site Attributes).

SetlD SHARE
v Select All
Attributes

ADA compliant
Description
Manager Rating
Occupant Mame
Offered By
Ownership Type
LandlordiTenant
Property Manager
Property Owner
Primary Use

Site Name

Unit of Measures

ClearAll

Site Type:

Corporate
- 4] o
Compare Weighting
1.00
1.00
1.50
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

Site Attributes page (1 of 6)
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Location Attributes
Attributes

Address Line 1
Adjacent Uses
Anchor 100 Feet
Anchor 250 Feet
Anchor 500 Feet

City

Country

County

Mearest Company Office
Mearest Competitor
Latitude

Location Rating
Location Type
Meighborhood Quality

Visibility

[ ] —
Customize | Find | | ¥ First 1-21 of 1 Last

=]

;‘
L=

|»

1.00
[ 128
1.10
[ 100
1.00 =
[ 100
[ 100
[ 100
[ 140
1.000 |
[ 200
[ 075
[ 120
1.10 "

Site Attributes page (2 of 6)

Maintenance Attributes
Attributes
Construction Type
Construction Year
HVAC Condition
Operating Days
Operating Hours
Froperty Age
Froperty Condition
Renovation Year
Risk Categaory
Site Access

Utilities Condition

Wire Condition

Cusztomize | Find

s —
First 1-12 of 12 Last

[= E E E
—h —A A —h A A —h A A
o || ot = o e b |
al|l|lalllalllellle alllalllaelllae

=

2.00

B EEEEHE
(=) (=]

2.00

Site Attributes page (3 of 6)
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Physical Attributes Customize | Find | B | ¥ Fir=t & 142 oF 12 T Last

Attributes Compare  Weighting
Ceiling Height 075

[l
—
=
[=)

Ma. of Elevators

Floor Levels 1.00
Mo. of Floors 1.00

=
2
=
=]

Maximum Occupancy

=]
—
=
=

Mo. of Parking Spaces

Flot Size

&
z
=
=

&
-
=
=

Property Rentable Area

=
2
=
=]

Froperty Usable Area

=]
—
=
=

Space Divisible

Mo. of Stairs 1.00
Total Area 1.00

Site Attributes page (4 of 6)

Schedule Attributes Customize | Find | B | ¥ First & 146 0716 1 Last
Attributes Compare Vieighting
Allowance Due Date 100 (&8
Allowance Received Date ’W
Audit Report Date 1.00
Availability Date [ 100
Construction Approval Date 1.00
Construction Date ’W
Follow-up Date 1.00
Lease End Date ’W :
Lease Start Date 1.00
Lease Term (Periods) W
Month to Month Lease 1.00
Occupancy Date ’W
Date Opened 1.00
Option to Renew W —
Signed Date 1.00 3z

Site Attributes page (5 of 6)
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Attributes

Admin Fee Percentage
Annual Operating Expenses
Appraised Value

Closing Costs
Commission %
Construction Cost

Current Selling Price
Deposit Amount

Estimated Annual Insurance
Estimated Annual Maintenance
Estimated Annual Utilities
Estimated Annual Sales
Original Selling Price
Remaodel Costs

Rent Amount

i 4] b |
Compare Weighting
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

Site Attributes page (6 of 6)

By default, all fields are selected. When selected, the weighting field enables users to assign a numerical

The page is broken into grids that match the Site Repository pages and the SAR Comparison Matrix grids.

value, which will be used in the calculations for the total weighted score of each site.

The page contains a status field and has three fields per row:

Attribute

Compare

Weighting

The particular field attribute (location type, manager rating, and so on)
Select to include this attribute on the Comparison Matrix
Entering aweighting isrequired if you select the Compare check box. The

weightings defined here will be entered by default in the grids on the SAR
Comparison Matrix page, based on business unit and site type.

The general attributes are listed here:

» Manager Rating
e Occupant Name
« Landlord/Tenant
+ Name

« Description

» Property Owner
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« Property Manager
»  Ownership Type
» Priority Use

+ Offered By

« ADA Compliant

The location attributes are listed here:

» Location Rating

« Visibility

» Neighborhood Quality
« Adjacent Uses

e AddressLinel

« Latitude

« Longitude

» Region Code
«  County

+ Country

» Postal Code

« Tax Authority

+ Tax Group

»  Parcel Number

« Location Type

» Anchor 100 Feet

» Anchor 250 Feet

«  Anchor 500 Feet

» Nearest Company Office
» Nearest Competitor

« City

The maintenance attributes are listed here:

» Property Age

» Property Condition

48
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» Risk Category

« Site Access

« Construction Type

« Construction Y ear

« Operating Days

»  Operating Hours

« HVAC Condition

+ Utilities Condition

«  Wire Condition

* Renovation Year

The physical attributes are listed here:
»  Maximum Occupancy

* No. of Stairs

* No. of Elevators

« Foor Levels

* No. of Floors

+ Plot Size

» Caediling Height

« Tota Area

» Property Rentable Area
» Property Usable Area

« No. of Parking Spaces
» SpaceDivisible

The schedule attributes are listed here:
« Availahility Date

« Signed Date

+ Lease Start Date

+ LeaseEnd Date

» Lease Term (Periods)

+ Occupancy Date
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Date Opened

Audit Report Date

Option to Renew

Surrender Date
Construction Date
Follow-up Date

Allowance Due Date
Allowance Received Date
Construction Approval Date

Month to Month Lease

The value attributes are listed here:

Construction Cost

Current Selling Price
Closing Costs

Remodel Costs

Original Selling Price

Unit Price

Rent Amount

Annual Operating Expenses
Deposit Amount

Estimated Annual Sales
Tax Amount

Estimated Annual Utilities
Estimated Annual Maintenance
Estimated Annual Insurance
Tenant Allowance
Commission %

Sale Price (Clean)
Appraised Value

Admin Fee Percentage

Chapter 7
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Setting Up Site Attribute Units of Measure

Access the Unit of Measures page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Maintain Site Attributes, Unit of Measures).

Site Attributes Unit of Measures

SetlD SHARE Site Type: Corporate
GroupBox Label
*SpaceUnitof |SauareFeet  ¥| Supplemental Data Weighting:| 1.0
Measure:
Currency: UsD @,

Length Units: @,
Height Units: 3@,
Width Units: @,

“Distance Type:

Unit of Measures page

Space Unit Of Measure The UOMs set here will be entered on the site page based on the business unit
and site type. Select a unit of measure:

» Acres
e Hectares
+ Sguare Feet

 Sguare Meters

Length Units Enter the number of unitsin length.
Height Units Enter the number of unitsin height.
Width Units Enter the number of units in width.
Distance Type Select a distance type:

« Kilometers

+ Meters

« Miles
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Setting Up Supplemental Data

To set up supplemental data, use the following components:
» Register Record (FS_SD_REG_REC).

» Register Component (FS_SD_REG_COMP).

« Define Record (FS_SD_RECDEFN).

» Define Display Group (FS_SD_GRPDEFN).

» Assign Display Group (FS_SD_PAGE_GRP).

This section discusses how to:

» Register records.

» Register components.

« Definerecords.

« Enter fields summary information.
« Enter field detail information.

» Define display groups.

« Assign display groups.

Pages Used to Set Up Supplemental Data

Chain, Product Related,
Real Estate Management,
Site Acquisition, Site
Supplemental Data,
Register Component

Page Name Definition Name Navigation Usage

Register Record SD_REG_REC Set Up Financial s/Supply Register the supplemental
Chain, Product Related, database record and
Real Estate Management, optionally register the
Site Acquisition, Site record that saves the search
Supplemental Data, criteriafor the base record.
Register Record

Register Component SD_REG_COMP Set Up Financials/Supply Register and enable the

component and the pages
for supplemental data.
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Page Name Definition Name Navigation Usage

Record SD_RECDEFN Set Up Financial§/Supply Define the supplemental
Chain, Product Related, data record to associate with
Resal Estate Management, the base record and identify
Site Acquisition, Site where to store this record.
Supplemental Data, Define
Record, Record

Fields Summary SD_RECFLD Set Up Financial s/Supply Map fields to the data
Chain, Product Related, storage fields.
Real Estate Management,
Site Acquisition, Site
Supplemental Data, Define
Record, Fields Summary

Fields Detail SD_RECFLD_DTL Set Up Financials/Supply Define detail information

Chain, Product Related,
Real Estate Management,
Site Acquisition, Site
Supplemental Data, Define
Record, Fields Detall

for afield.

Define Display Group SD_GRPDEFN Set Up Financial s/Supply Define adisplay group and
Chain, Product Related, associate any records and
Real Estate Management, fields, aswell asidentify
Site Acquisition, Site the order in which the fields
Supplemental Data, Define | appear on the page.
Display Group

Assign Display Group SD_PAGE_GRP Set Up Financial§/Supply Assign one or more display

Chain, Product Related,
Real Estate Management,
Site Acquisition, Site
Supplemental Data, Assign
Display Group

groups to a supplemental
data-enabled component
and page.

Registering Records

Access the Register Records page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Site Supplemental Data, Register Record).
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Register Record

Base Record:

RE_SITE

Saved Search Record: |

Data Store
Records

*Data Store Record

Customize | Find | view 0] B | 3 st B g o84 00 Last

Saved Search Record

1/|RE_SITE_SD

@ ||

[+]|[=]

Register Records page

Base Record Select a base record on the Define Record page to associate with this
supplemental data record.
Data Store Record Select one of the data store records that you previously registered that you want

to use to store this supplemental data record.

Registering Components

Access the Register Component page (Set Up Financial/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Site Supplemental Data, Register Component).

Register Component

Component Name: RE_SITE Market: Global
Description: Site
Context Name: SITE_OMLINE @,

AT
Customize | Find | view 0 B | B8 Firet B0 g ofq 0 Lot

*Page Hame *Base Record

[+] | [=]

@, |[RE_SITE

1 |RE_SITE_SL.IF'F'LEMENT

Register Component page

Y ou can enter components on this page.

Defining Records

Access the Record page (Set Up Financial/Supply Chain, Product Related, Real Estate Management, Site
Acquisition, Site Supplemental Data, Define Record, Record).
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Fields Summary | Fields Detail
Record: RES *Status: Activated  |»
Base Record: RE_SITE
Description: Supplemental Data for Residential Data Type Ed|
*Data Store Record: |RE_SITE_SD 3@,

Record page

Status Select either In Design or Activated.

Data Store Record Select one of the data store records that you previoudly registered that you want
to use to store this supplemental data record.

Entering Fields Summary Information

Access the Fields Summary page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Site Supplemental Data, Define Record, Fields Summary).

Record Fields Summary Fields Detail

Record: RES Status: Activated

¥TH
Customize | Find | view 0B | 8 et B q20r2 1 Last

Field Hame Use Type Length Mapped to Field Status
1|AIRFORET DISTAMCEMumber 7.2 SD_MUMS_1 Activated
2|8CHOOL DISTAMCEMumber 7.2 sD_MNUM9_2 Activated

Fields Summary page

Vaues must be entered on the Fields Detail page before you can map the field to a value.

Entering Fields Detail Information

Access the Fields Detail page (Set Up Financial§/Supply Chain, Product Related, Real Estate Management,
Site Acquisition, Site Supplemental Data, Define Record, Fields Detail).
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Record

Fields Summary

Fields Detail

Record:

Field Hame:

Description:

*Field Label:

Use Type:

Mapped to:

RES

Status:

Activated

Fields Detail Find | View All First - 1.of 2 LA | ast

Chapter 7

AIRFORT_DISTAMCE Field Status: Activated

Airport Distance ([
Airport Distance

Mumber Field Length: 7.2

SD_MNUMS_1

Fields Detail page

Field Name
Field L abel

Use Type

Field Length

Mapped To:

Codes

Enter a name for the supplemental data field and a description of the field.
Enter the alabel to display on the page for thisfield.

Vaues selected here affect the display of columns on the Fields Summary page
and values displayed on this page. Vaues are:

« Code

+ Date

«  Number
« Sgned
 Text

« Time

« Y/N

Depending on what value you select as a use type, this field becomes editable or
is populated with predefined values.

If you select the Number or Sgned use type, select either 15.4,7.2, or 9.
If you select the Text usetype, select 20,4, or 50.

Select the data store field to which you want to map thisfield.

If you select the use type of Code, the Codes group box appears.
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Sequence

Field Value

Translate Long Name

Setting Up Property Site Acquisition
Enter a number to represent the order in which you want to see these codes listed
in adrop-down list box or lookup page.
Enter each valid codein thislist.

Enter the text that you want to appear on the list when the drop-down list box

appears.

Defining Display Groups

Access the Define Display Group page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Site Supplemental Data, Define Display Group).

Define Display Group

*Sequence *Record

Display Group:  RESIDEMNTIAL Base Record: RE_SITE
Description: Residential Site Type Display Group \Ed|
Label: Residential *Occurs: [

ATH
Customize | Find | view 0 B | 88 Firet B0 g ofq 0 gt

*Field Hame Label

| 1 |RES

*Sequence *Record

@, |MRPORT_DISTANCE @, |Airport Distance

*Field Name Label

| 1 |RES

Reorder

@, [SCHOOL_DISTANCE @, |[School Distance

Define Display Group page

L abel

Occurs

Sequence

Field Name

L abel
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Enter alabel for the display group data group box.
Enter the number of rows of datato display in the group box.

Enter a sequence number to determine the order in which the fields appear on the
page for each column.

Don't forget to provide a definition.

Enter alabel that you want to appear on the page for the field name for each
supplemental datafield.
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Assigning Display Groups

Access the Assign Display Group page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Site Supplemental Data, Assign Display Group).

Assign Display Group

Component Name: RE_SITE Market: Global

Find | View A1l First K} 4 of 4 I3 Last

Page Name: RE_SITE_SUPPLEMENT Base Record: RE_SITE

Customize | Find | View 40 B | B First B qof1 00 Last

*Sequence “*Display Group *Uze User-friendly Text Edit Clear
| 1 |RESIDENTIAL @ |Editable . & |[#[=
: Reorder:

Assign Display Group page

Sequence

Display Group Add a supplemental data display group that you want to associate with this
component and this page.

Edit Select whether you want the text associated with the display group to be Editable

or Read-only.

Creating Sites

This section discusses how to:

« Enter general information.

« Enter location information.

» Enter operation and maintenance information.
« Enter physical attributes.

« Enter schedule information.

« Enter value information.

« Enter supplemental data.

« Enter contacts.
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»  View the site map.

Pages Used to Create Sites
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Page Name

Definition Name

Navigation

Usage

General Information

RE_SITE_GENERAL

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
General Information

Enter general information
about the site.

Location

RE_SITE_LOCATION

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
Location

Enter location information
for this site. Y ou must enter
avalue for the longitude
and latitude fields to view
the map on the Site Map

page.

Operation/Maintenance

RE_SITE_OPERATION

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
Operation/Maintenance

Enter operation and
maintenance information
about this site.

Physical Attributes

RE_SITE_ATTRIBUTES

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
Physical Attributes

Enter physical attributes,
such assize.

Schedule RE_SITE_SCHEDULE Real Estate Management, Enter information such as
Site Acquisition, Site site schedules or
Repository, Cregte Site, construction schedules.
Schedule

Value RE_SITE VALUE Real Estate Management,

Site Acquisition, Site
Repository, Create Site,
Value

Supplemental Data

RE_SITE_SUPPLEMENT

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
Supplemental Data

Enter additional site data.

Notes

RE_SITE_NOTE

Real Estate Management,
Site Acquisition, Site
Repository, Create Site,
Notes

Enter notes about the site.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.
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Page Name Definition Name Navigation Usage

Contacts RE_SITE_CONTACT Real Estate Management, Select contacts from
Site Acquisition, Site vendors, customers, or the
Repository, Cregte Site, address book. Y ou can add
Contacts supplemental contacts on

this page.

Search for Contacts RE_CNTCT_SRCH Click the Searchand Add | Search for or add contacts.
Contacts button on the
Contacts page.

Site Map RE_SITE_MAP Real Estate Management, View the site map.
Site Acquisition, Site
Repository, Cregate Site, Site
Map

Entering General Information

Access the General Information page (Real Estate Management, Site Acquisition, Site Repository, Create
Site, Genera Information).
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e =l Location || Operation/Maintenance | Physical Attributes || Schedule || Value || Supplemental Data || Motes | [®)

Action: | ...Choose Action..

V" GO| Site Status:  Megotiating

Business Unit:

usoo1

Site ID:  000000000000005 Site Type:  Residential

Name:
Offerad By:
*Ownership Type:
Primary Use:
Property Owner:
[ ADA compliant

Site Information

|site-1
[sMITH
Landlord/T ena|nt |— Occupant Name: |
W
[SCHUMACHER Property Manager: |
Manager Rating: | v|

Description:

Detailed Description

(Bl

Comments Find | View &Il First g0t [EE]
Date/Time: 10/0G6/M09 3:39:26AM Created By: VP1 El
Description: |
Comment:

il

General Information page

Action

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.

The values available in the drop-down list box depend upon the status of the site
and your authorization level. Select:

» Validate Ste: Select to have the system validate that all the required fields
are populated.

» Activate Ste: Select to have the system run the Activation process. This
process sets the Site status to Open. Other than the Contacts and Notes pages,
the fields on the other pages are now read-only.

» Archive Ste: Select to archive the site when the asset is archived during the
Asset Management Archive process.

» Dispose Ste: Sdlect to dispose of the site.
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Site Status

Site Type

Name
Offered By

Ownership Type

Landlord/Tenant

Occupant Name
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Displays the status of the site. Values are:

« New: A pending site that has not been activated by a user with appropriate
access. Sites with this status cannot be selected for usein a SAR.

» Open: An active site that has not been acquired. Sites with this status can be
used in any combination of SARSs.

» Evaluating: The status changes to this status after it is added to any SAR for
evaluation. Sites with this status can be added to additional SARs.

» Negotiating: The status changes to this status after the site is selected asa
SAR finalist and the SAR is submitted or approved. Sites with this status can
be added to additional SARSs.

» Operating: The status changes to this status after it is selected as the final site
to be acquired and the SAR isfinalized (closed). Sites with this status cannot
be selected for any future SARs. Existing SARs that have this site selected
for evaluation will no longer allow the site to be selected as afinalist. You
create assets, leases, or projects at this point.

« Disposing: The status changes to this status when the lease has expired. (If
the leaseis renewed, put into holdover, and so on, then the site status changes
to Operating.) Sites with this status can be added again to SARSs.

« Archive: The site changes to this status when the leaseis closed or the asset is
archived. Sites with this status can be added to SARs. Sites with this status
can never can go back to Open to illustrate that it was previously owned or
leased by the organization.

Displays the site type selected on the Add a New Value page. The value selected
here determines the supplemental data fields that will appear.

Enter the name of thissite. Thisfield is required.
Enter the name of the entity offering this site for sale or lease.

Select how this property is being offered:
* Leased

«  Owned

Enter the name of the current landlord or tenant of this site.

Enter the name of the current tenant.
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Primary Use Select aprimary use for this site:

Property Owner Enter the name of the property owner.
Property Manager Enter the name of the property manager.

ADA Compliant Select this check box if this siteis ADA-compliant.

Apartment
Commercial
Individual

Mixed Use

Other

Residential

Retail

Serviced Apartments

War ehouse

Setting Up Property Site Acquisition

Manager Rating Select arating for this site from these values: Excellent,Good,Avg.,Fair, or Poor.

Entering Location Information

Access the Location page (Real Estate Management, Site Acquisition, Site Repository, Create Site, Location).
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" General Information “’gperaﬁon.fMaintenance ' Physical Attributes | Schedule | Value |/ Supplemental Data || Motes | [¥)
Action: | ..Choose Action.. v| o Site Status:  Negofiating
Business Unit:  US001 sitelD:  000000000000005 site Type:  Residential

Location Information

Anchor 100 Feet:

Location Type:  |R3 Location Rating: | Good v
Address: 4500 Oracle Ln, CA
City: [Pleasanton Country: [United States @,
State: @, Region: [Southern Sales Region @,
County: | Postal Code:
Latitude: 37.6991840 Longitude:  |-121.8910940
Location Ratings
Accessibility: | ] Nearest Competitor:
Visibility: | v| Nearest Company
| | Office:
Neighborhood W " .
Quality: Adjacent Uses: |
Tax Details
Tax Authority: Tax Group: Parcel Number: |
Number of Anchors

Anchor 250 Feet: | | Anchor 500 Feet: | |

Detailed Description

Description:

Location page

L ocation Type
L ocation Rating
Latitude
Longitude

Accessibility

Nearest Competitor

Visibility

Near est Company Office

64

Enter atype for this site location.

Select arating for this site from these values. Excellent,Good,Avg.,Fair, or Poor.
Enter the latitude of the site. Thisvalue is used to render the site map.

Enter the longitude of the site. Thisvalue is used to render the site map.

Select an accessibility rating for this site from these values: Excellent,Good,Avg.,
Fair, or Poor.

Enter the distance of the nearest competitor from this site.

Select the visibility for this site from these values: Excellent,Good,Avg.,Fair, or
Poor.

Enter the distance of the nearest company office.
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Neighborhood Quality  Select the quality of the neighborhood for this site from these values: Excellent,
Good,Avg.,Fair, or Poor.
Adjacent Uses Enter any adjacent uses for this site.

Tax Authority Enter the tax authority that governs this site. This value is informational only.
Values entered here are not used for any processing.

Tax Group Enter the tax group for thissite. Thisvalueisinformational only. Values entered
here are not used for any processing.

Par cel Number Enter the parcel number for this site.
Anchor 100 Feet.Anchor If thisproperty isin aretail location, enter the number of anchors within the

250 Feet. and Anchor respective distances.
500 Feet

Entering Operation and Maintenance Information

Access the Operation/Maintenance page (Real Estate Management, Site Acquisition, Site Repository, Create
Site, Operation/Maintenance).

General Information Location QOperation/Maintenance Ehysical Attributes Schedule Value Supplemental Data Notes II)

Action: | ..Choose Action... V|l Go | Site Status:  Megotiating

Business Unit:  US001 Site ID:  000000000000005 Site Type:  Residential

Maintenance Details

Property Age: 36 Months  Construction Type: | V| Construction Year: 2005

Renovation Year:

Operational Details

Site Access: Operating Hours: | Operating Days: |
HVAC Condition: | ~| utilities Condition: Wire Condition: | v|
Risk Category: | b | Property Condition: Excellent b

Operation/Maintenance page

Property Age Enter the property age in months.
Construction Type Select the construction type of the site:
« Other
s Sed
«  Wood
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Construction Y ear
Renovation Y ear

Site Access

Operating Hours
Operating Days

HVAC Condition

Utilities Condition

Wire Condition

Risk Category

Property Condition

Chapter 7

Enter the year the site was constructed.
Enter the year the site was last renovated, if any.

Select a site access time:

+ 24 Hours

» Business Hours Only

Enter the hours the site operates.
Enter the days the site operates

Select the condition of the HV AC for this site from these values; Excellent,Good,
Avg.,Fair, or Poor.

Select the condition of the utilities for this site from these values: Excellent,
Good,Avg.,Fair, or Poor.

Select the condition of the wires for this site from these values: Excellent,Good,
Avg.,Fair, or Poor.

Select any potentia risksfor this site.

Select the condition of the property for this site from these values: Excellent,
Good,Avg.,Fair, or Poor.

Entering Physical Attributes

66

Access the Physical Attributes page (Real Estate Management, Site Acquisition, Site Repository, Create Site,

Physical Attributes).
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General Information Location Operation/Maintenance Schedule Value Supplemental Data Motes E:l
Action: | ..Choose Action... v jGoi Site Status:  Megotiating
Business Unit:  LS001 Site ID:  000000000000005 Site Type: Residential
Plot Size: Square Feet Ceiling Height: Sguare Feet
Usable Area: Square Feet Rentable Area: Sguare Feet
Total Area: 1600.000  Square Feet Space Divisible: Square Feet
Maximum Occupancy: 5 No. of Floors: |_2 Floor Levels: l_
No. of Parking Spaces: No. of Elevators: No. of Stairs:
Physical Attributes page
Plot Size Enter the size of the plot.
Ceiling Height Enter the ceiling height of the site.
Usable Area Enter the usable area of the site.
Rentable Area Enter the rentable area of the site.
Total Area Enter the total area of the site. Thisfield isrequired.
Space Divisible Indicate if this space can be divided into multiple spaces.
Maximum Occupancy  Enter the maximum occupancy of the site.
No. of Floors(number of Enter the number of floorsfor this site.
floors)
Floor Levels Enter the number of sub-levelsfor each floor of this site.
No. of Parking Spaces  Enter the number of parking spaces for this site.
(number of parking
spaces)
No. of Elevators (number Enter the number of elevators for this site.
of elevators)
No. of Stairs(number of  Enter the number of stair cases for this site.
stairs)
Entering Schedule Information
Access the Schedule page (Real Estate Management, Site Acquisition, Site Repository, Create Site,
Schedule).
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General Information Location

Operation/Maintenance Ehysical Attributes Schedule Value Supplemental Data Motes E)

Construction Schedules

Action: | .-Choose Action... v| Go site Status:  Negotiating

Business Unit:  US001 SitelD:  000000000000005 site Type:  Residential

Site Schedules

Availability Date: 12/31/2008 [3] Signed Date: El Occupancy Date:  |01/11/2009 [5]
Surrender Date: El Date Opened: [ Date of Audit: El

Option to Renew: El

Construction Date: El Follow-up Date: [ Allowance Due Date: El
Allowance Received e Construction [#)

Date: Approval Date:
Lease Start Date: 01/01/2009 5] Lease End Date:  |12/31/2015 [5] Lease Term [Periods): 84
[ month to Month Lease

Schedule page

Availability Date
Signed Date
Occupancy Date
Surrender Date
Date Opened

Date of Audit
Option to Renew
Construction Date
Follow-up Date
Allowance Due Date

Allowance Received
Date

Construction Approval
Date

Lease Start Date

Lease End Date

Enter the date the site is available for lease or purchase.

Enter the date the contract was signed.

Enter the date the site is available for occupancy.

Enter the date that the current tenants vacate the property.

Enter the date when the site officialy opens.

Enter the date of any required audits.

Indicate if tenants are given the option to renew leases at the end of the term.
Enter the date construction is set to start.

Enter the date for the follow-up.

Enter the date any allowances are due.

Enter the date the allowance was received.

Enter the construction approval date.

Enter the lease start date. Thisvalueisinformational only. The system does not
use the date entered here when creating a new lease.

Enter the lease end date.
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Enter the number of periods for the lease.

Month to Month Lease Select this check box if thisis a month-to-month lease.

Entering Value Information

Accessthe Value page (Real Estate Management, Site Acquisition, Site Repository, Create Site, Value).

General Information Location Operation/Maintenance Ehysical Attributes Schedule Supplemental Data Motes D]
Action: | ..Choose Action... v | Go| Site Status:  Megotiating
Business Unit:  US001 Site ID:  0O0000000000005 Site Type: Residential
Currency Code: |US Dollar |Gy Sale Price: Appraised Value:
Original Selling Current Selling Closing Costs:
Price: Price:
Unit Price: Rent Amount: 10,000.000 Construction Cost: |
Remodel Costs:
UiMmared Annud (pense
Deposit Amount: 100,000.0000  Annual Operating 10,000.000  Estimated Annual
Expenses: Sales:
Tax Amount: Admin Fee Estimated Annual
Percentage: Maintenance:
Estimated Annual Estimated Annual Tenant Allowance:
Utilities: Insurance:
Commission %:

Value page

Site Value

Currency Code

Sale Price

Appraised Value
Original Selling Price
Current Selling Price
Closing Costs

Unit Price

This value populates from the site type attributes setup.
Enter the sale price of the property.

Enter the appraised value of the property.

Enter the price the original selling price of the site.
Enter the current selling price of the site.

Enter any closing costs for the site.

Enter the per unit price.
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Rent Amount

Construction Cost

Remodel Costs

Chapter 7

Enter the rent amount.

Enter the cost of construction for this site.

Enter the amount of coststo remodel.

Estimated Annual Expenses

Thisinformation is not required and isinformational only.

Deposit Amount

Annual Operating
Expenses

Estimated Annual Sales
Tax Amount

Admin Fee Percentage
(administration fee
percentage)

Estimated Annual
Maintenance

Estimated Annual
Utilities

Estimated Annual
Insurance

Tenant Allowance

Commission %

Enter the deposit amount for this site.

Enter the estimated operating expenses amount for this site.

Enter the estimated annual sales amount for this site.
Enter the estimated annual tax amount for this site.

Enter the administration fee percentage for this site.

Enter the estimated annual mai ntenance amount for this site.

Enter the estimated annual utilities amount for this site.

Enter the estimated annual insurance amount for this site.

Enter any predetermined amount provided by the landlord to cover certain costs,
like remodeling or construction.

Enter the commission percentage for this site.

Entering Supplemental Data

Access the Supplemental Data page (Real Estate Management, Site Acquisition, Site Repository, Create Site,

Supplemental Data).
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General Information || Location || Operation/Maintenance || Physical Attributes || Schedule | Value [l uesE =08 Notes || Contacts | [

Action: |---Ch0059 Action... V| Go Site Status:  Megotiating

Business Unit:  US001 SitelD:  000000000000005 Site Type:  Residential

Unit of Measure:  Square Feet
Length Units:
Height Units:
Width Units:
Distance Type: Kilometers
Residential
Airport Distance: 2.00 School Distance: 1.00

Supplemental Data page

The fields that appear on this page depend upon the Site Type selected on the Add a New Va ue page.

Supplemental Data Enter the weighting amount to be applied to the supplemental data.
Weightings

Airport Distance Enter the distance to the nearest airport.

School Distance Enter the distance to the nearest school.

Entering Contacts

Access the Contacts page (Real Estate Management, Site Acquisition, Site Repository, Create Site, Contacts).

@l Location Operation/Maintenance Ehysical Attributes Schedule Value Supplemental Data Motes 'WEB Site Map

Action: |---Ch00591‘\di0ﬂ--- ¥|[ Go Site Status:  Megotiating

Business Unit:  US001 Site ID:  000000000000005 Site Type:  Residential

| SearchandAdd Contacts | Click on Contact Name for Contact details.

=
Contact Details customize | Find | View Al | BV | 3 First B g o1 I (aat
Source Vendor / Customer Contact Name Title Email 1D

Contact Mame =

Contacts page

This page displays the contacts associated with this site. Y ou can delete contacts or add contacts by clicking
the Search and Add Contacts button.

Searching for Contacts

Access the Search for Contacts page (click the Search and Add Contacts button on the Contacts page).

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 71




Setting Up Property Site Acquisition Chapter 7

72

Search for Contacts

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search For Contacts

Business Unit L5001

*Source | Vendor v |
Vendor | @,
Vendor Name begins with +| |
Vendor Contact | @,
Contact Name begins with v |

Search Clear

Selectall O ClearAll

Contact Details Customize | Find | View 20| B | 38 Firet B g 074 0 Last
Select Vendor Name Contact HName Title Email 1D
O
Add | Cancel

Search for Contacts page

Source Select the source of the contact to search for:
» Vendor
e Customer

« My Contacts

Vendor If you selected Vendor as the source, you can enter the vendor ID here to search
for contacts related to this vendor. If you do not enter a value here, all vendors
will be returned.

Vendor Name If you selected Vendor as the source, you can use thisfield to search for vendors

by name. Y ou can enter partial namesif you are unsure of the complete vendor
name. For example, if you enter BUY% and select the begins with search type,
then al vendors whose name begins with BUY will be returned.

Vendor Contact Y ou can add a specific contact here if you know which contact you want to add.
Y ou must complete the vendor field before you add avalue in thisfield. Leave
thisfield blank if you want the system to return all contacts associated with the
vendor.
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If you know part or all of the contact name, you can add it here to search for

Contact Name
contacts based on contact name.

Select this check box next to the contacts you want to associate with the site and

Select
click the Add button to add these contacts to the site.

Viewing the Site Map

Access the Site Map page (Real Estate Management, Site Acquisition, Site Repository, Create Site, Site
Map).

Action: I---Ch'j'JSE-"h-C”'J”--- ﬂ Go Site Status:  Megotiating
Business Unit:  1S001 SiteID:  0000000O0O0O00S Site Type:  Residential
|' = & -';Cr-' - i - -
{1 [ map | satelite || Hybria |
— 7
. ; — Address: 4500 Oracle Ln, Pleasanton C;@_ —<
S - ' ‘ 10—
IE' Demarcus Bhud - - Mo@“

Owens Or - ; ’ !_
=
[=3
[
o
=

(o
s g
5
: g
] [5)
(=3
&
.
(v
v
FOMWERED Bt E‘w"srl.} - T
Map dgja ©2009 Google - Terms cf Use

JGOUgIE Gibraltar Dr

Site Map page

This page displays amap of the site location.

Note. Y ou must define the longitude and latitude on the Location page before you can view amap on this
page.
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Chapter 8

Structuring Leases

This chapter provides an overview of PeopleSoft Real Estate Management structure and discusses how to:

» Define lease abstract sections to print.
» Define amendment types.

» Define lease types.

» Defineregion codes.

» Define user-defined fields.

» Define transaction routing codes.

» Define operating expense categories.
» Define sales categories.

» Define miscellaneous rent types.

» Define security deposit types.

» Define manual feetypes.

« Define economic index values.

» Define clause types.

» Define lease options.

» Define critical date templates.

« Defineroletypes.

« Definelease administration roles.

Understanding PeopleSoft Real Estate Management Structure

Before you can enter or process alease for billing or payment, you must set up the tables that form the
foundation of the PeopleSoft Real Estate Management system.

All tables and setup information specific to PeopleSoft Real Estate Management are discussed in this chapter.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining Financials and Supply
Chain Management Common Definitions."
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Common Elements Used in This Chapter

The date on which atable row becomes effective; the date that an action begins.
For example, if you want to close out aledger on June 30, the effective date for
the ledger closing would be July 1. This date also determines when you can view
and change the information. Pages and batch processes that use the information
use the current row.

Effective Date

SetID An identification code that represents a set of control table information or
tablesets. A tableset isagroup of tables (records) that are necessary to define
your company's structure and processing options.

Status (effective status)  Indicates whether arow in atable is active or inactive. Y ou cannot display
inactive rows on transaction pages or use them for running batch processes. Y ou
should inactivate data that you no longer use rather than delete it to maintain an
audit trail.

Defining Lease Abstract Sections to Print

To define the lease abstract sections to print, use the lease abstract sections component (RE_ABST_SECT).

This section provides an overview of |ease abstract sections and discusses how to define the |ease abstract
sectionsto print.

Understanding Lease Abstract Sections to Print

PeopleSoft Real Estate Management enables you to use a lease abstract worksheet to assist in quick entry of
the terms and conditions of the lease. Y ou can a so print the lease abstract when you have completed lease
entry to provide you with a summary.

The lease sections on the L ease Abstract page are specific pages from the Maintain Lease pages. Y ou can
specify all sections or only the sections that you choose to use.

Page Used to Define Lease Abstract Sections to Print

Page Name Definition Name Navigation Usage

Lease Abstract

RE_ABST_SECT

Set Up Financial s/Supply
Chain, Product Related,
Real Estate Management,
General Definitions, Lease
Abstract

Specify the lease sections
that you want to view or
print.
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Defining Lease Abstract Sections to Print

Access the Lease Abstract page (Set Up Financials/'Supply Chain, Product Related, Real Estate Management,
Genera Definitions, Lease Abstract).

@
= Product Related Setup - Lease Administration
Lease Abstract

SetlD:  SHARE
Lease Abstract Sections Customize | Find | Y | ##

Print Lease Section Description

Includes all the fields displayed on the General Information

General Information page ofthe Lease Maintenance component including Timetable
& Properties.
Financial Terms Includes the general financial details of the Lease Maintenance
component.
Includes the Base Rent Schedule from the Financial Terms
v
e ET] page of the Lease Maintenance component.
) Includes the Operating Expenses Schedule from the Financial
v
Operating Expenses Terms page ofthe Lease Maintenance component.
' Includes all scheduled Miscellaneous Rents from the Financial
v
Miscellaneous Rent Terms section of the Lease.
) ) Includes the Security Deposit Information from the Financial
¥
Security Deposits Terms section ofthe Lease.
Percent Rent Includes the details of any Percent Rent Schedule defined on
the Lease.
Clauses Includes all the Clauses from the Clauses section ofthe Lease.
' Includes any User Defined Fields that have been configured
v
User Defined Fields through the setup pages.
Options and Critical Dates  Includes all Options and Critical Dates defined for the Lease.
v ontacts ncludes the details of all the Contacts defined on the Lease.
Contact Includes the details of all the Contacts defined on the L

Lease Abstract page

Print Select the check box to enable printing of a section. Y ou cannot view or print
sectionsif you do not select the check box.

L ease Section Displays the sections within alease that you can view or print on the lease
abstract worksheet.
Description Describes the content to be printed within the lease section.
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Defining Amendment Types

To define amendment types, use the Amendment Type and Reasons component (RE_AMND_TY PE).

This section provides an overview of amendment types and discusses how to define amendment types.

Understanding Amendment Types

PeopleSoft Real Estate Management requires that any changes you make to active lease terms and conditions
be processed through an amendment. When you create an amendment, the system creates a copy of the
current lease details and preserves this as a historical record. The system then creates a new amendment,
whereby you can define the changes.

Amendment types work with amendment reasons to provide the lease viewers with a quick explanation asto
why an amendment is being made. A parent-child relationship exists between the amendment type and
amendment reason. For example, you might have an amendment type of Financial TermsIncrease and a
reason of Increased Parking Fees. Y ou must define the amendment reasons that are specific to the
amendment type to view the amendment reason for that type. Before you can create amendments to a lease,
you must define amendment types and amendment reasons.

Note. The amendment type is informational only—no processing occurs.

Page Used to Define Amendment Types

Page Name Definition Name Navigation Usage
Amendment Types RE_AMND_TYPE Set Up Financial s/Supply Define an amendment type
Chain, Product Related, and amendment reason. Use
Real Estate Management, amendment reasons that are
General Definitions, defined for this amendment
Amendment Types type only to further
categorize this amendment
type.

Defining Amendment Types

Access the Amendment Types page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, General Definitions, Amendment Types).
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@
FProduct Related Setup - Lease Administration
Amendment Types

SetlD:  SHARE Amendment Type: LEASE TERM CHANGE

Find | View Al First KX 4 of 4 13 Last

*Effective From: 01/01/1900 [ *Status: [+ [=]

*Amendment Type Name: |Lease Term Start or End Date Has Been Modified

Description: El

Select All @ Clear All

El , -t
Customize | B | B Fi=t1-30f3 Last

*Amendment Reason Description
Fi |EarIyTerminatiﬂn—LeaseTerminated |LeaseTerminated Early 'E'
F |Exten5inn |Exten5inn of Lease Term @
Fi |EarIyTerminatiﬂn—Reassigned |Reassignedtn Another Lease 'E'

: .MdRea.son: Remove Reason(s)

Amendment Types page

Amendment Type Name Enter an amendment type name to categorize the amendment activity.

Amendment Reasons

Amendment Reasons Further identify the reason that you are creating an amendment.

Add Reason Click to insert a new row to capture additional amendment reasons.
Remove Reason(s) Select the amendment reason that you want to remove and click the button to
delete that row.

Defining Lease Types

To define lease types, use the Lease Types component (RE_LEASE _TY PE).

This section provides an overview of lease types and discusses how to define lease types.
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Understanding Lease Types

Chapter 8

L ease types enable you to categorize leases for processing and reporting purposes. Y ou may have many lease
types, such as operating leases, warehouse | eases, and subleases. Y ou can also use lease types for statistical
reporting. Y ou can select a sublease type for alease and run areport to track all subleases associated with a

lease.

When you create alease type, you associate it with alease category. The lease category determines the
processing of that lease type. For example, if you have alease type of Reporting, the system recognizes that
the lease associated with this lease type is for analytical reporting. No further processing occurs.

Page Used to Define Lease Types

Page Name

Definition Name

Navigation

Usage

Lease Types

RE_LEASE TYPE

Set Up Financia s/Supply
Chain, Product Related,
Real Estate Management,
General Definitions, Lease
Type

Define lease types.

Defining Lease Types

Access the Lease Types page (Set Up Financials/Supply Chain, Product Related, Real Estate Management,
General Definitions, Lease Type).

Lease Types

Setll:  SHARE

*Effective From:
*Lease Type Name;

*Lease Category:

Description:

9% .
&P Product Related Setup - Lease Administration

Lease Type: QL

01/01/1900 |[5)
Office Lease
Reporing

Office Lease

*Status: | Active L"

Lease Types page
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L ease Category Select the lease category for the lease type. The category determines how to sort
or report the various lease types. Values are:
Reporting: No processing occurs.

Sub Lease: When you create a sublease, you must enter the associated parent
lease number. The system validates the Parent Lease field to ensure that a parent
lease i's associated with the sublease.

Defining Region Codes

Unde

To define regions, use the Region Codes component (REGION_CD).

This section provides an overview of region codes.

rstanding Region Codes

Regions can be physical entities or geographical areas. When aregion represents a physical entity, the region
code has the same characteristics as a business, that is, address and language. In PeopleSoft Real Estate
Management, you must associate a region with alease to enable cost reporting by the various regions with
which your organization does business. For example, you may require areport for all leased propertiesin the
Midwest region and in the Northeast region. By assigning aregion to your lease, you can capture the data as
required.

When creating or updating an existing region, be sure to select the category of Reporting as the default
category. After you define the region, you can select the region for your lease and begin capturing the data for
your reports.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining Financials and Supply
Chain Management Common Definitions," Establishing Regions and Region Codes.

Defining User-Defined Fields

To define user-defined fields, use the User Defined Fields components (RE_USER_DEF_FLDS).

This section provides an overview of user-defined fields and discusses how to define user-defined fields.

Understanding User-Defined Fields

Because not all businesses have the same reporting needs, PeopleSoft Real Estate Management enables you to
define additional fields (up to 10) to meet your reporting requirements. When you establish a user-defined
field, thefield is populated on your Clauses page in the PeopleSoft Real Estate Management system, enabling
you to enter the information that you want to track.

Note. User-defined fields are used for information or reporting purposes only.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 81



Structuring Leases

Page Used to Define User-Defined Fields

Chapter 8

Page Name Definition Name Navigation

Usage

User Defined Fields RE_USR_DEF_FLD Set Up Financial s/Supply

Chain, Product Related,
Real Estate Management,
General Definitions, User
Defined Fields

Define user-defined fields.
Create anew user-defined
field to capture additional
reporting data as required
by your organization.

Defining User-Defined Fields

Access the User Defined Fields page (Set Up Financial/Supply Chain, Product Related, Real Estate

Management, General Definitions, User Defined Fields).

) o
e Product Related Setup - Lease Administration
User Defined Fields

SetlD: SHARE

Field Hame Field Description

Longitude Froperty Longitude

Latitude Froperty Latitude

Location Froperty Location

Last Owner Last Owner of the property
Local Council Local Council for the Property
Tax Authority FProperty Tax Autharity

User Defined Fields page

Field Name Identify the label name that should appear on the Clauses page.
Description Enter the description for your user-defined field. The description defines how the
fieldis used.
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Defining Transaction Routing Codes

To define transaction routing codes, use the Transaction Routing Code components (RE_TXN_ROUTE).

This section provides an overview of transaction routing codes and discusses how to define transaction

routing codes.

Understanding Transaction Routing Codes

Use transaction routing codes to define the routing of transactions to PeopleSoft Billing, Payables, and
General Ledger. The transaction routing codes also provide the default ChartFields and taxation rules to be
used by each financial application. Y ou can associate a transaction routing code with one or more transaction
types or transaction groups, providing default handling for any transaction item that belongs to a group that

does not have an explicit routing code assigned.

Page Used to Define Transaction Routing Codes

Defining Transaction Routing Codes
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Page Name

Definition Name

Navigation

Usage

Transaction Routing Codes

RE_TXN_ROUTE

Set Up Financia s/Supply
Chain, Product Related,
Real Estate Management,
Financial Terms,
Transaction Routing Codes

Define transaction routing
codes.

Access the Transaction Routing Codes page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Financial Terms, Transaction Routing Codes).
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@
Product Related Setup - Lease Administration
Transaction Routing Codes

SetlD: SHARE Transaction Routing Code: RENT

Find | View All First B} 4 of 4 I Last

*Effective From:  |01/01/1900 [5] ~Status: =
Description: Base Rent Bl
Billing Charge:  |Local Service - Charge Code 1 @,
U ——
*Withholding Applicable: Yes v| Withholding Code:  |Rents Q,

Sales and Use Tax

Tax Applicability:

Tax Code: ew York Gi a,

Transaction Routing Codes page

Details

Billing Charge

Withholding Code

Withholding Applicable

Select abilling charge. PeopleSoft Billing uses the billing charge code to process
transactions for PeopleSoft Real Estate Management. The billing charge
classifiesrea estate transactions.

Note. Billing charges apply only to receivables |ease transactions.

Select whether withholding is applicable. The withholding applicable determines
whether the voucher that is generated in PeopleSoft Payablesis applicable to tax
withholding. Values are:

Yes: Select if withholding applies on transactions associated with this transaction
routing code. Withholding does not apply if the vendor on the |ease does not
withhold. Withholding from PeopleSoft Real Estate Management overrides the
withholding in PeopleSoft Payables.

No: Select if withholding does not apply.

Note. Withholding applies only to payables |ease transactions.

See PeopleSoft Enterprise Payables 9.1 PeopleBook, " Setting Up PeopleSoft
Payables Withholding."
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Withholding Code Select the withholding code for the associated withholding applicable. The
system applies the withholding code to the voucher in PeopleSoft Payables to
determine the withholding amount for the lease transaction. If Withholding
Applicableis set to Yes, and no value is selected for the withholding code,
Peopl eSoft Payables applies the standard default when the vendor is set up for
withholding.

Note. Set up vendor information accordingly on the Procurement Control - Withholding page for proper
withholding defaults.

See PeopleSoft Enterprise Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Withholding."

Sales & Use Tax Default

Tax Applicability Select the tax that is applicable to payables transactions. Use thisfield to
determine the excise duty and sales tax applicability details. Vaues are Direct
Pay, Exempt, Exonerated, Sales Tax, and Use Tax.

Note. Tax applicability applies only to payables |ease transactions.

Tax Code Select the tax code to determine the tax percentage for a county. If Tax
Applicability is set to Yes, and no value is selected for the tax code, PeopleSoft
Payables applies the standard default from vendor.

See PeopleSoft Enterprise Payables 9.1 PeopleBook, " Setting Up Sales and Use Taxes and Vaue-Added
Taxes (VAT)," Understanding PeopleSoft-Only Sales and Use Tax Processing.

Defining Operating Expense Categories

To define operating expense categories, use the Operating Expense Categories component
(RE_EXP_CLASS).

This section provides an overview of operating expense categories and lists the pages used to define operating
expense categories.

Understanding Operating Expense Categories

When landlords lease properties to tenants, terms for recoverabl e expenses that are incurred on general
operations and maintenance of the building are written into the lease. Operating expensesis a'so commonly
referred to as common area maintenance (CAM). Y ou can identify the different recoverable expenses
incurred by assigning them to an operating expense category. Operating expense categories enable you to
associate a transaction routing code to ensure that financial processing occurs to handle the expense.
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Page Used to Define Operating Expense Categories

Chapter 8

Page Name

Definition Name

Navigation

Usage

Operating Expense
Categories

RE_EXP_CLASS

Set Up Financial s/Supply
Chain, Product Related,
Real Estate Management,
Financial Terms, Operating
Expense Categories

Create an operating expense
category.

Defining Sales Categories

To define sales categories, use the Sales Categories component (RE_SALE_CAT).

This section provides an overview of sales categories and lists the pages used to define sales categories.

Understanding Sales Categories

Use sales categories to identify merchandise classifications for percentage rent calculations. Tenants can
negotiate alower monthly base rent in exchange for a percentage of their sales, broken down by categories.
For example, atenant may lease a building for retail sale for a set base rent, selling items such as clothing,
shoes, and accessories. These items are set up as sal es categories, enabling the tenant to provide the landlord a
monthly report of sales by category and amount of sales. The amount or percentage of the sales paid to the

landlord is determined during lease negotiations.

After you define the sales categories and percentage sales terms are negotiated, you can enter the percent rent
terms specifying the breakpoints for each category. Use breakpoints to determine the percentage or amount to
bill. Landlords can calculate or recalculate the billable amount by using the percent rent sales feature.

See Chapter 15, "Setting Up and Calculating Percent Rent," Understanding Percent Rent Terms, page 235.

Page Used to Define Sales Categories

Page Name

Definition Name

Navigation

Usage

Sales Categories

RE_SALES CAT

Set Up Financia s/Supply
Chain, Product Related,
Real Estate Management,
Financial Terms, Sales
Categories

Define sales categories.

Defining Miscellaneous Rent Types

To define miscellaneous rent types, use the Miscellaneous Rent Types component (RE_MISC_FEES).
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This section provides an overview of miscellaneous rent types and lists the pages used to define
miscellaneous rent types.

rstanding Miscellaneous Rent Types

Define miscellaneous rent types for miscellaneous recurring payments, such as monthly parking fees and
storage fees on your lease. Y ou can define miscellaneous rent types with a date range, schedule, amount,
billing frequency, and any potential escalations.

In addition, to separate a miscellaneous rent type as adistinct bill line on an invoice, you can associate
miscellaneous rent types with a transaction routing code that is specifically defined with a unique bill code.

Used to Define Miscellaneous Rent Types

Page Name Definition Name Navigation Usage

Miscellaneous Rent Types | RE_MISC_FEES Set Up Financial s/Supply Define miscellaneous rent
Chain, Product Related, types.

Real Estate Management,
Financial Terms,
Miscellaneous Rent Types

Defining Security Deposit Types

To define security deposit types, use the Security Deposit Types component (RE_SECURITIES).

This section provides an overview of security deposit types and discusses how to define security deposit
types.

Understanding Security Deposit Types

Using the security deposit type enables the system to track whether the security deposit is a bank guarantee,
cash, or prepaid. Security deposit types enable you to track the deposits received and also the interest that is
generated by security deposits.

Security deposit types facilitate the processing of security deposits received or paid. By selecting the
appropriate category for each security deposit type, the PeopleSoft Real Estate Management system
determines how the security deposit is handled. There are three security deposit categories: Charge,
Guarantee and Prepaid. You can create and assign a deposit type to categories.
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Page Used to Define Security Deposit Types

Chapter 8

Page Name

Definition Name

Navigation

Usage

Security Deposit Types

RE_SCTY_DEP_TYP

Set Up Financial s/Supply
Chain, Product Related,
Real Estate Management,
Financial Terms, Security
Deposit Types

Define security deposit
types.

Defining Security Deposit Types

Access the Security Deposit Types page (Set Up FinancialSupply Chain, Product Related, L ease
Administration, Financial Terms, Security Deposit Types).

Category

Select a category from thislist of values:

Charge: The security deposit has been received for areceivables lease or paid by
for a payables |ease and the status of the deposit is pending .

Guarantee: Bank guarantee or letter of credit issued by a bank. No processing

occurs; cash is not collected.

Prepaid: Tracks prepaid security deposits paid through PeopleSoft Payables prior
to lease activation. These deposits are treated as cash during deposit refund.

Defining Manual Fee Types

To define manual fee types, use the Manual Fee Types components (RE_SUNDRY _CHG).

This section provides an overview of manual fee types and lists the pages used to define manual fee types.

Understanding Manual Fee Types

Y ou create manual fee types to classify ad hoc payments for things such as repair of a broken window,
rekeying alock for an office, or items not related to the monthly operating expense fees. When creating
manual fee types, you can link these manual fee types to specific transaction routing codes for processing in
PeopleSoft Billing or PeopleSoft Payables.

Use manual fee typesto create ad hoc payments for transactions that are one-time only payments.
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Page Used to Define Manual Fee Types

Page Name Definition Name Navigation Usage

Manual Fee Types RE_MISC_FEES Set Up Financial s/Supply Define manual fee types.
Chain, Product Related,
Real Estate Management,
Financia Terms, Manual
Fee Types

Defining Economic Index Values

To define economic index values, use the Economic Index Vaues component (RE_INDEX).

This section provides an overview of economic index values and discusses how to define economic index
values.

Understanding Economic Index Values

Y ou set up the economic index values so that the lease rent amounts or miscellaneous fees increase from time
to time or from year to year. Some leases are set up so that the rent amounts increase regularly, based on an
index such as the Consumer Price Index (CPI), Porters Wage, or a user-defined index.

Note. Y ou cannot set up the economic index without first setting up the market rate index and market rates.
Perform maintenance of the index values based on the frequency defined by your organization.

See PeopleSoft Enterprise Global Options and Reports 9.1 PeopleBook, "Processing Multiple Currencies,”
Defining Market Rates.

Page Used to Define Economic Index Values

Page Name Definition Name Navigation Usage
Economic Index Vaues RE_IDX_VALUE Set Up Financial§/Supply Define the economic index
Chain, Product Related, values. Rent increases are

Real Estate Management, based on the economic
Financial Terms, Economic | index values defined.
Index

Defining Economic Index Values

Access the Economic Index Values page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Financial Terms, Economic Index).
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E@ Product Related Setup - Lease Administration
Economic Index Values
Setll:  SHARE  Index: BAYAREA Description: Bay Area Metropolitan Area CPl View Index Definitior
Customize | Find | B | % First £ 12807 28 I Last
*From Date *To Date *WValue
|01/01/2000 5 |02/29/2000 E 176.50000000 [+] [=] £
03/01/2000 5 |04/30/2000 T 17870000000, [+] [=]
|05/01/2000 5 |06/30/2000 E 179.10000000 [#] [=]
|07/01/2000 [ |08/31/2000 T 181.70000000, [+] [=]
|09/01/2000 [ [10/31/2000 E 183.40000000] [#] [=] |
11/01/2000 [ |12/31/2000 T 18410000000, [+] [=]
|01/01/2001 5 |02/28/2001 E 187.90000000 [#] [=]
|03/01/2001 [ |04/30/2001 T 18910000000 [#] [=] |
|05/01/2001 5 |06/30/2001 E 190.90000000 [#] [=]
|07/01/2001 [ |08/31/2001 T 191.00000000, [+] [=]
|09/01/2001 [ [10/31/2001 E 191.70000000 [#] [=]
11/01/2001 [ |12/31/2001 T 190.60000000, [+] [=]
|01/01/2002 [ |0z2r28/2002 E 191.30000000 [#] [=]
03/01/2002 [ 0413012002 T 193.00000000, [+] [=]
|05/01/2002 5 |06/30/2002 E 193.20000000 [#] [=]

Economic Index Values page

View Index Definition

Index Values

Date From

DateTo

Click to view the Market Rate Index. This page provides the highest level of
organization for market rates in the PeopleSoft system. These indices define
general categories of market rates, such as exchange rates, interest rates, and
commodity exchange rates.

Select the start date.

Select the end date.
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Value Enter the current index value for the period. These values are based on monthly
updates received from an index subscription.

Defining Clause Types

To define clause types, use the Clause Types component (RE_CLAUSE_STYPE).

This section provides an overview of clause types and discusses how to define clause types.

Understanding Clause Types

Y ou can capture and classify pertinent lease information, such as right to assign the lease, first right of
refusal, parking privileges, number of parking spaces, and so on. Clause types enable you to categorize and
store thisinformation in alogical format, which can be shared with other leases. After you establish the
parking privileges clause type, you can further define the clause subtype with the corresponding detail of
number of parking spaces.

Page Used to Define Clause Types

Page Name Definition Name Navigation Usage

Clause Types RE_CLAUSE TYPE Set Up Financial s/Supply Define the clause type.
Chain, Product Related, From this page, you can
Real Estate Management, define specific clauses that
Clauses and Options, you want to track.
Clause Type

Defining Clause Types

Access the Clause Types page (Set Up Financial Supply Chain, Product Related, Real Estate Management,
Clauses and Options, Clause Type).
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@
Product Related Setup - Lease Administration

Clause Types

Setll: SHARE Clause Type:  MAINT

Find | View Al First B2 4 of 4 I3 [ast

*Effective From: 01/01/1900 |[5) *Status: [+ [=]

*Clause Type Name: |Maintenance Clause

Description: Aclause that specifies maintenance responsibilities of the tenant during |
the term ofthe lease.

Selem.ﬂxll @Clear.ﬂxll

W
Customize | Find | B | 3 First B q0r1 0 Last

*Clause Subtype Description

O | | =

 Add Subtype  Delete Subtype(s)

Clause Types page

Clause Subtypes Enter corresponding names and descriptions that further define the clause types.

Y ou can add multiple clause subtypes for the clause type.

Defining Real Estate Options

92

To define areal estate option definition and mail template, use the Option Definition (RE_LEASE _OPTION)
and Mail Template (RE_OPTION_MAIL) components.

This section provides an overview of real estate options discusses how to:

Define real estate options.

Define real estate option mail templates.
Copy mail templates.

Insert mail fields.

Review rea estate option mail samples.
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Understanding Real Estate Options

Lease and SAR (site acquisition request) options are used to identify clauses. Real estate options can be the
same as a clause with a critical date as areminder to take action for that option. Y ou can define whether you
receive areminder when an action is required. Options are usually associated with critical dates (dates by
which the option is exercised). Lease renewals, terminations, and early terminations are options that may
reguire an action that is defined in the lease.

When you define your real estate options, you can also create a mail template with standard messaging to
notify a user when an action is to take place. The mail template enables you to enter your own message, copy
from an existing option message, or combine your message with field inserts.

Click the Copy From Option button to select a message from an existing option. For example, you can have
multiple termination options; however, the message that you have associated with each option can be the
same. Copying from an existing option eliminates data entry redundancy.

Note. Critical dates cause the system to send email notifications to specified users, as well as generate entries
in auser's tasklist. However, do not confuse atasklist with the worklist in PeopleSoft Workflow. Critical
dates do not use standard PeopleSoft Workflow. When entries are created in My Tasklist, they are there for
informational purposes only. They do not initiate any further downstream processing, nor does any rerouting
or validation indicate that specific tasks are completed. Users can choose to mark entriesin their tasklists as
complete; however, thisis for their own information. The system does not use the data in the same way that
PeopleSoft Workflow might. Email notifications are generated through the Critical Dates Template -
Template Option Details page setup.

See Chapter 8, "Structuring Leases," Understanding Critical Date Templates, page 98.

Pages Used to Define Lease Options

Page Name Definition Name Navigation Usage

Lease and SAR Options RE_LEASE_OPTION Set Up Financias/Supply Enter the option name.
Chain, Product Related,
Real Estate Management,
Options

Lease and SAR Option Mail | RE_OPTION_MAIL Click the Mail Template Enter a message to be

Template link on the Lease and SAR | associated with the option.
Options page.

Copy Mail Template RE_CPYMAIL_TMPLT Click the Copy from Option | Select the option that you
button on the L ease and want to copy into the mail
SAR Option Mail Template | template.
page.

Insert Mail Fields RE_OPT_TAG Click the Insert Mail Fields | Select the template marker
button on the L ease and for values that you want to
SAR Option Mail Template | insert into your option
page. description.
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Page Name Definition Name Navigation Usage
Lease and SAR Option Mail [ RE_OPTION_MPRV Click the View Sample Preview a sample of your
Sample button to preview the mail message.

message.

Defining Lease and SAR Options

Access the Lease Options page (Set Up Financia /Supply Chain, Product Related, Real Estate Management,
Options).

2%
& Froduct Related Setup - Real Estate Management
Lease and SAR Options

SetlD: SHARE Option: FIRSTOFFER Mail Template
*Effective From: 01/01/1900 |[3y *Status: | Active A [+] [=]
Option Name: Right of First Offer

Description: Right of First Offer il

Lease and SAR Options page

Mail Template Click to access the Lease and SAR Option Mail Template page.

Option Name Enter the option name that describes the option.

Defining Lease and SAR Option Mail Templates

Access the Lease and SAR Option Mail Template page (click the Mail Template link on the Lease and SAR
Options page).
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:f":‘l."
g Product Related Setup - Real Estate Management
Lease and SAR Option Mail Template

Setil:  SHARE Option:  FIRSTOFFER

Effective From: 01/011900

Mail Template:
LaMSG%

Copy from Option Insert Mail Fields

Lease and SAR Option

L4 LA

Active

WView Sample

Lease and SAR Option Mail Template page

Lease and SAR Option  Click to return to the Lease and SAR Options page.

Mail Template Enter the mail message that you want to associate with the option. Using the
template keeps email formats consistent and also reduces data entry redundancy.

Copy from Option Click to view alist of predefined values to copy into the mail message. To obtain
alist of lease and SAR options template values, enter partial values and click the
Search button.

Insert Mail Fields Click to view alist of predefined values to insert into the mail template.

View Sample Click to view a sample of the predefined mail message.

Copying Mail Template

Access the Copy Mail Template page (click the Copy from Option button on the Lease and SAR Option Mail

Template page).
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%,

;V__,.. Product Related Setup - Real Estate Management
Copy Mail Template

Option Name: ( Begins With ) Lea Search

Lease Option Hame Description

() |Lease Renewal View Sample

) |Lease Termination View Sample

Copy Mail Template page

Option Name (begins Enter a partial name or the name of the option that you want to search for and
with) click the Search button.

L ease Option Name Displaysalist of available |ease options to copy into a new message. Select the
lease option to insert message text.

View Sample Click to view the message text associated with that option.

Inserting Mail Fields

Access the Insert Mail Fields page (click the Insert Mail Fields button on the Lease and SAR Option Mail
Template page).
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%

(\U__,. Product Related Setup - Real Estate Management

Insert Mail Fields

Hame

Lease Mumber

Lease Title

SAR D

SAR Title

Option Name

Action Date

O O 0o o o o g

Message

Marker Description

%LSMBR%

HaLSMAM%

HSARID%

B SARMAMD,

SAR.

% OPTION Replaced by the Event Mame when the Option is used
on alease.

% CROATE% Replacgd h:r the Action Date of the Critical Date when
the Option is used.

SMSC% Replaced by the Message assigned to the Critical Date

Feplaced by the Lease Mumber when the Cption is
used on alease.

Feplaced by the Lease Title when the Option is used an
alease.

Replaced by the SARID when the Option is usedon a
SAR.

Replaced by the SAR Title when the Option is used on a

when the Option is used.

Insert Mail Fields page

Name

Marker

Description

Select the name fields to be inserted into the mail template. When you create a
lease, you select the |ease options to associate with that lease. The fields that you
select insert specific field data into the message templ ate.

For example, if you select Lease Number as the marker in the message, the lease
number from the lease that you associate with the lease option replaces the
marker in the message field.

Display the place holder for specific text on the message template. Whether you
select Lease Number,Lease Title,Action Date, and so on, the associated
information is supplied by default onto the message template when the option is
used on alease.

For example, by inserting the marker in your message (Thisis a notice to inform
you that the %L SNBR% will expire in 30 days), your message will read Thisisto
inform you that the lease number A30178 will expire in 30 days.

Displays the description for each marker.

Defining Critical Date Templates

To define lease critical date templates, use the critical date template component (RE_CRDT_TMPLT).
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This section provides an overview of critical date templates and discusses how to:
» Define critical date templates.

« Define option notifications.

Understanding Critical Date Templates

A lease may have avariety of eventsthat occur throughout the lease life cycle. Some of these events may
reguire intervention by various interested parties associated with the lease. These events are usually, but not
aways, associated with an option clause contained in the lease.

Y ou can use lease events to track key milestones (such as security deposits and |ease termination), lease
options (such as renewals and right of first offer), or other activities (such as |ease activation approval).
Because each interested party needs to have early warning when these dates become due, the critical date
template enables you to set up alerts to remind you to take the appropriate actions.

When you need to be alerted of dates for an event that requires an action or decision, you can do so by
associating the critical dates template with that lease. Y ou must define the critical date template and schedule
the template to alert you once, on a specific date, or using atimetable. Y ou can also select the lease options
and the recipients that are to receive the alerts.

For example, if you want to be notified when alease is up for renewal before it expires, you can set the
critical date notification to notify you six months in advance, again every month for the final three months,
once aweek in the final month, and then every other day in the last two weeks.

This table describes how to set up the critical dates notification from the example above:

Enable Notification Recurring Every On

Y 6 Months Prior Never

Y 3 Months Prior Month 1 Month 15" of the Month
Y 4 Weeks Prior Weekly 1 Week Monday

Y 14 Days Daily 2 Days

Pages Used to Define Critical Date Templates

Page Name Definition Name Navigation Usage
Define Critical Date RE_TMPLT_NM Set Up Financial§/Supply Enter the critical date option
Template Chain, Product Related, definition.

Real Estate Management,
Critical Date Templates
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Page Name

Definition Name

Navigation

Usage

Define Option Notifications

RE_TMPLOPT_DTL

Click the Define
Notifications button on the
Define Critical Date
Template page.

Define a notification
schedule and the recipients
for the notification. An
email notification goes out
to the role defined here.

Defining Critical Date Templates

Access the Define Critical Date Template page (Set Up Financials/Supply Chain, Product Related, Real

Estate Management, Critical Date Templates).

2%,
L FProduct Related Setup - Real Estate Management
Define Critical Date Template

SetlD: SHARE Critical Date Template:

Add Option Remaove Option(s)

REMEW_TMPLT

*Effective From:  |01/01/1300 [5] *Status: | Active [+ [=]
*Template Name: |Renewal Temnplate
Description: Critical Date Template for Lease Renewal \El
W Select All Clear All
Option Name
[] |Lease Renewal C'J Define Motifications

Define Critical Date Template page

Template Name
Option Name

Define Notifications

Defining Option Notifications

Click to access the Define Option Natifications page.

Enter the name that best defines this critical date template.

Select the option for which you want to define notifications.

Access the Define Option Notifications page (click the Define Notifications button on the Define Critical

Date Template page).
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100

@
Product Related Setup - Real Estate Management
Define Option Notifications

Schedule Details

Enable Notifications
Send initial nofification...

®| 2 [Days prior to Option Date
C On the Lease Start Date

) On a Specific Date El

Recipient Roles Customize | Find | View 0| B | 3 Fret B g opq 0 Laat

*Role Type Role

| @, [=]

Define Option Notifications page

Schedule Details

Enable Notifications Select to enable the notification.

Send initial notification

prior to Option Date Enter the number, and then select days, months, or years prior to the option date
that you want to receive the notification.

Enter a number in the blank field and select one of these values:
Days

Months

Years

OnthelLease Start Date Select if you want to receive the notification upon the date that the lease is
activated.

Specific Date Enter or select a specific date.

Recurring

Y ou can send recurring notifications based on the following criteria:

Never Select to never send recurring notifications.
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Daily Select to send daily notices. Y ou can enter anumber in the blank field in the
Daily row to indicate the notification frequency. For example, if you enter 2, the
system sends a notification every two days until the option date occurs.

Weekly Select to send notices weekly. Y ou can enter a number in the blank field in the
Weekly row to define the notification frequently and you can specify which day
or days of the week to send the notifications. For example, if you enter 2 for the
notification frequency and select Monday and Friday, the system sends
notifications on Monday and Friday every two weeks until the option date
occurs. If you specify aday of the week, you must enter the notification
frequency.

Monthly Select to send notices monthly. Y ou can enter a number in the blank field on the
Monthly row to define the notification frequency and you can specify on which
day of the month the notification is sent.

Yearly Select to send notices yearly. Select from the Month list and define the number in
the On Day field for a specific day within that month. For example, notifications
can be sent in January on the fifth day of the month until the option date occurs.

Role Type Select the role type or recipient to receive notifications. Notification are sent out
to any individual in your organization who is assigned to this role type.

See Chapter 8, "Structuring Leases," Understanding Role Types, page 101.

Defining Role Types

To define role types, use the role types component (RE_PARTY _TYPE).

This section provides an overview of role types and discusses how to define role types.

Understanding Role Types

Role types enable you to define the many contacts stored within your PeopleSoft Real Estate Management
system. They are also used to identify critical date recipients. You can set up arole asarole type. Role types
can be alease administrator, portfolio manager, landlord, tenant, billing clerk, payables clerk, bank contact,
and so on.

After you set up the role type, you associate the role category to determine approval processing. When auto-
approval is enabled, roles that are assigned the role type of Internal Administrator and Internal Manager can
activate leases. If auto-approval is disabled, only therole that is assigned to the Internal Manager role type
can activate leases.

Note. Y ou must define at |east one role type for your PeopleSoft Real Estate Management system.

Note. Role types are not used as a security feature in PeopleSoft applications.
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Page Used to Define Role Types

Page Name Definition Name Navigation Usage

Role Types RE_PTY_TYPE Set Up Financial s/Supply Define role types.
Chain, Product Related,
Real Estate Management,
User Roles, Role Types

Defining Role Types

Access the Role Types page (Set Up Financials/Supply Chain, Product Related, Real Estate Management,
User Roles, Role Types).

Role Category Y our selection determines the actions for each role that you define. Four role
categories are available:

External Contact: A contact that is not an employee of your organization. A
contact can be a vendor or service personnel, such as a sale representative from a
janitorial supply company or arepair man.

Internal Administrator: An employee of your organization who has access to the
PeopleSoft Real Estate Management system to enter or maintain alease. A lease
administrator or alease entry clerk is an example of an internal administrator.

Internal Manager: A manager of your organization who has access to the
PeopleSoft Real Estate Management system to validate alease. A portfolio
manager is an example of an internal manager.

Lease Principal: A landlord or tenant for alease.

Defining Lease Administration Roles

To define lease administration roles, use the Lease Administration Roles component (RE_LA_ROLES).

This section provides an overview of |ease administration roles and discusses how to define lease
administration roles.

Understanding Lease Administration Roles

L ease administration roles enable you to associate individuals in your organization with a particular role type
within the PeopleSoft Real Estate Management system. Y ou can associate multiple individuals in your
organization with one role type. For example, several individuals may be able to create and maintain alease.
By assigning arole type of Lease Administrator to each of them, each individual can perform the tasks
associated with alease administrator.

Note. Y ou must set up role types before you set up lease administration roles.
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Page Used to Define Lease Administration Roles

Page Name Definition Name Navigation Usage
Lease Administration Roles | RE_LA_ROLES Set Up Financia§/Supply Define alease
Chain, Product Related, administration role.

Real Estate Management,
Users Roles, Lease
Administration Role

Defining Lease Administration Roles

Access the Lease Administration Roles page (Set Up Financial/Supply Chain, Product Related, Real Estate
Management, Users Roles, Lease Administration Role).

User ID Select the User 1D of theindividual in your organization who generates a
transaction.
Role Name Displays the long description from the Role Types page.
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Generating Site Acquisition Requests

This chapter provides an overview of generating site acquisition requests and discusses how to:
» Upload sites under consideration.

« Generate site acquisition requests.

« Approve site acquisition reguests.

« Findlize site acquisition requests.

Understanding Site Acquisition Request Generation

The typical flow to generate a site acquisition request (SAR) is:

1. The project manager (PM), after approving that a new site acquisition project be undertaken, assigns team
members to execute the project.

2. The PM or Real Estate Specidlist creates anew SAR and enters beginning data.

3. After sufficient SAR datais entered, a Specialist attempts to activate the SAR.

« |If aSpeciaist does not have the appropriate security level to activate the SAR, then she or he can only
validate and correct errors; she will need to submit the SAR to the PM for activation.

« |If aSpecidist has the appropriate security level to activate the SAR, then he can do so immediately.

After activation, a SAR is still open for editing. Users can add to or delete sites from the SAR until the
approval submission stage, when the final list of candidates is selected.

4. During finalization, a user can create an asset in Asset Management, alease with basic information in
Lease Administration, and a project with basic information in Project Costing.

Any datathat can be transferred from the site record (in the site repository) or from the SAR is copied to
the asset definition, lease, or project.

Comparison Matrix

After aSAR isActive, the user can check which sitesin the Comparison Matrix are proposed as finalists. The
list of sites populates the columns, and the attributes populate the rows. The user can rate each attribute on a
scale of 1to 5; 1 being the least suitable and 5 being the most suitable. After the user entersthe ratings for all
the attributes, the system cal culates the most suitable site by multiplying the score with the weighting for that
row, and then summing the attributes for each site (total score). Each grid (category) lists an individual total
aswell asafina summarization box at the bottom of the page providing grand totals.
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The system calculates atotal possible score for each grid. Essentially, this value isthe sum of all thefieldsin
the grid with the weighting value multiplied by 5 (the highest score possible for each attribute).

SAR Submission and Approval Processing

The approval step allows the project team to proceed with acquiring the sites under consideration based on
rankings in the Comparison Matrix. Y ou use the Approval Workflow Engine for this approval, and you can
configure it to require one or many approvers based on customer needs. Both the PM and the individual
selected as the Requestor/Approver can approve the SAR for acquisition.

After the finalists are researched and documented, you can adjust the rankings of the sitesto be acquired in
order to identify the final order. Based on the Adjusted Ranking and the comments field below it, the
Approver can identify the order in which the sites are to be acquired and whether the team should acquire one
or al of the sites.

All fields at the Evaluating Finalists status remain open for editing. In addition, the Approver can override the
finalists proposed by the submitter.
Finalization of Sites Acquired

After sites are selected for acquisition, the project team attempts final negotiations and acquires one or many
sites, as defined in the SAR. The negotiation and final acquisition processes occur outside the system. When
confirmation is received that a site or sites were actually acquired, then the finalization process takes place.

When you click the Confirm and Finalize Acquisition button, the following actions are triggered:

» The status of the acquired sites changes to Operating.

» The status of the SAR changes to Finalized.

» Theactua completion date is updated to the current date.

« Theduration changesto reflect the new duration based on the change in the actual completion date.

» If you select to create an asset, it is created in PeopleSoft Asset Management with the Asset Type of
Property and the Property Class of Site. The system copies the asset description and name from the Site.
The Asset ID created appears on the integration tab of the Comparison Matrix.

» If you select to create alease, the system validates that the asset was created before the |ease was created.
Thelease is created with the basic information at a Pending status. The site acquired is populated in the
property details.

If aleaseisto be created, you must provide the L ease Commencement date, Termination date, and the
Lease Obligation date.

« |If you select to create a project, the system uses the project template defined at setup to define abasic
project shell with activities and resources.
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Uploading Sites Under Consideration

To upload sites under consideration, use the Excel to Cl utility. Users are provided with atemplate to fill in
the Site data. The upload processis similar to any Excel to Cl run. If Supplemental datais being uploaded,
then users must know which database field maps to which Supplemental datafield. For example, in the
sample data provided, the Airport Distance field mapsto the SD_NUM9_1 database field. Y ou define this

mapping under Site Supplemental Data, Define Record.

Generating Site Acquisition Requests

Pages

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.

This section discusses how to:

« Enter SAR details.

» View the Comparison Matrix.

» Add options and critical dates.

»  Set up critical dates details and notification recipients.

+ View the SAR analytic.

Used to Generate Site Acquisition Requests
Page Name Definition Name Navigation Usage
SAR Details RE_SAR Real Estate Management, Enter SAR detall
Site Acquisition, Site information

Acquisition Request(s),
SAR Details

Comparison Matrix

RE_SAR_METRICS

Real Estate Management,
Site Acquisition, Site
Acquisition Request(s),
Comparison Matrix

View the comparison
matrix.

Options and Critical Dates

RE_SAR_OPTIONS

Real Estate Management,
Site Acquisition, Site
Acquisition Request(s),
Options and Critical Dates

Enter options and critical
dates.

Critical Date Detail

RE_SAR_CRDT _DTL

Real Estate Management,
Site Acquisition, Site
Acquisition Request(s),
Options and Critical Dates

Click the Critical Dateicon
on the Options and Ciritical
Dates page.

Enter schedule details and
recipient information for
critical date notifications.
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Page Name Definition Name Navigation Usage

SAR Notes RE_SAR_NOTES Real Estate Management, Add notes to the SAR.
Site Acquisition, Site
Acquisition Request(s),

SAR Notes
SAR Analytic RE_SAR_ANALYTIC Real Estate Management, View the SAR analytic
Site Acquisition, Site graphic.
Acquisition Request(s),
SAR Analytic
SAR Contact RE_SAR_CONTACT Real Estate Management, Add contacts to the request.

Site Acquisition, Site
Acquisition Request(s),

SAR Contact

Search For Contacts RE_CNCT_SRCH Click the Search or Add Search for contacts to add to
Contacts button on the SAR | the request.
Contact page.

Entering SAR Details

Access the SAR Details page (Real Estate Management, Site Acquisition, Site Acquisition Request(s), SAR
Details).
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RS | Comparison Matrix || Options and Critical Dates || SAR Motes | SAR Analytic || SAR Contact |

Unit: U300 Status: Evaluating Finalists
SARID: Site Type: Site Acquisition Request Name:

000000000000001 Residential SAR with 2 Sites
Comments:

Residential Sites Acqusition \Ell

Commencement: 01/0112007 Duration: Real Estate Specialist: Kenneth Schumacher
Estimated Completion:  12/31/2008 730 Day(s) Portfolio Manager: Kenneth Schurnacher
Actual Completion:

Site Under Consideration
Add Site |

Site List Customize | Find | View Al | 2 Fist 5 12012
Site Name Site Status Address 1 Property Owner Offered By Availability Date
Site-11 Megotiating Whitefield SCHUMACHER SMITH 12/31/2008
Site-12 Megotiating Whitefield SCHUMACHER SMITH 12/31/2008

Created By: Theresa Monroe Last Updated By: Theresa Monroe

Created On:  05/11/2009 10:14:02PM Last Updated On:  05/11/2009 10:15:26PM

SAR Details page
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Action After completing the SAR, select the appropriate action:

« Activate SAR: If you have the security ability to activate, then do so.
Otherwise, an appropriate user must open the SAR, review the data, and
activate the SAR. The status of the SAR will change to Active. The SAR can
still be edited. All the Sites attached to the SAR will be in the Evaluating
state. This action is only available for SARs in a Pending status.

«  Submit for Approval: Change the SAR status to Evaluating Finalists. Submit
the SAR for approval. Make the SAR read—only. This action is available
only for SARs in an Active status.

« Approve SAR: Change the status to Sites Selected. This action is available
only for SARs in an Evaluating Finalists status.

« Cancel SAR: Change the status back to Active. This action is available only
for SARsin an Evaluating Finalists status.

« Validate SAR: Check for all required fields before activating a SAR. This
action is available only for SARsin a Pending status.

» Finalize SAR: Close the SAR and confirm the sites were acquired. This
finalization process creates assets, leases, projects, and so on. Change the
status of the site to Operating, and the. SAR status to Finalized. Thisactionis
available only for SARs in a Ste(s) Selected status.

Status Displays the current status of the SAR. Vaues are:

» Pending: Newly created SARs have this status. Y ou can save the SAR at this
point without any validation. The validation of the data entered will be done
when the SAR is validated or when the SAR is activated.

» Active: At least one site must be attached to the SAR in order to become
Active. The SAR is editable even after activation.

» Evaluating Finalists: The SAR will bein this status after it is submitted for
approval with asmaller subset of candidates for further negotiation, analysis,
and so on. Data can still be modified by the approver before approval or
denial. A denial will return the SAR to an Active status so that it can continue
to be modified by the submitter. The approver can enter comments before
denial so the submitter knows what additional information is needed.

« Site(s) Selected: SARs have this status when the SAR is approved for
acquiring the sites. The site status changes to Negotiating.

« Finalized: SARs have this status when the finalization process has run. The
site acquired status changes to Operating. Any sitesin an Evaluating or
Negotiating status on this SAR change back to Open or Archive (based on
previous history) unless they are under evaluation or negotiation on another
SAR.

Site Acquisition Request Enter aunique name for this request.
Name

110 Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 9

Commencement

Estimated Completion

Real Estate Specialist
Portfolio Manager

Add Site

Site Name

Generating Site Acquisition Requests

Enter the commencement date of the site acquisition process. Thisfieldis
required.

Enter the date you anticipate this request will be complete. This date must be
later than the commencement date.

Select the real estate specialist assigned to this request.
Select the portfolio manager assigned to this request.

Click this button to insert anew row and add more sites to the Sites Under
Consideration grid. You can add up to 50 sites to each request. Users can select
any sites from the Site Repository that are not in a New or Operating status. At
least one site must be attached to the SAR to activate it.

Select the sites you want to consider for this request.

Viewing the Comparison Matrix

Access the Comparison Matrix page (Real Estate Management, Site Acquisition, Site Acquisition Request(s),

Comparison Matrix).
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" SAR Details | " Options and Critical Dates || SAR Notes || SAR Analtic || SAR Contact |

Comparison Matrix

Unit: US001 Status: Evaluating Finalists
SARID: Site Type: Site Acquisition Request Name:
000000000000001 Residential SAR with 2 Sites

You can assign a score (1 through 5, 5 being best) for each of the site comparison data fields below. The individual scores, combined
with the Weighting listed for each field{defined at Setup), will determine a total score summarized at bottormn, with a rank listed based on
the highest to lowest scores. The approver will be able to specify their own ranking irrespective of the system-generated totals, which
should be considered a desired override of the score-based rankings.

General Attributes

Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Offered By 1.00 SMITH 2} SMITH 2}
Property Owner 1.00 SCHUMACHER 1 SCHUMACHER 1
Site Name 1.00 Site-11 2 Site-12 4
Total Score for General Attributes: 15.00 (Possible) 6.00 8.00

Location Attributes

Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Address Line 1 1.00 Whitefield 3 Whitefield 3
Location Rating 1.00 Good 4 Good 1
Location Type 1.00 R3 1 R3 L
Total Score for Location Attributes: 15.00 {Possible) 8.00 9.00

Maintenance Attributes

Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Construction Year 1.00 2005 2 2005 1
Froperty Age 1.00 36 2 36 3
Property Condition 1.00 Excellent 1 Excellent 4
Total Score for Maintenance Attributes: 15.00 (Possible) 5.00 &.00

Physical Attributes

Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Mo. of Floors 1.00/2 3 2 1
Maximum Occupancy 1.005 5 5 2
Total Area 1.00 1600 1 1600 1
Total Score for Physical Attributes: 15.00 (Possible) 9.00 4.00

Comparison Matrix page (1 of 2)
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Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Availability Date 1.00/2008-12-31 5 2008-12-31 1
Occupancy Date 1.00/2009-01-11 1 2009-01-11 4
Signed Date 1.00 1 1
Total Score for Schedule Attributes: 15.00 {Possible) 7.00 6.00
Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Annual Operating Expenses 1.00 10000 1 10000 1
Deposit Amount 1.00 0 4 0 3
Rent Amount 1.00 10000 5 10000 1
Total Score for Value Attributes: 15.00 {Possible) 10.00 5.00
Attributes Weighting  Site 000000000000015 Site-11 Rating  Site 000000000000016 Site-12 Rating
Airport Distance 1.00 2 2 1 1
School Distance 1.00 2 1 1 2
Total Score for Supplemental Attributes: 10.00 {Possible) 3.00 3.00
Calculate
Site Comparison Matrix Grand Total Score {(\Weighted): 48.00 43.00
Total Points Possible (Weighted): 100.00
Overall Rank (Score Based): 1 2
Select Site Acquisition Finalist(s):

Comparison Matrix page (2 of 2)

The Comparison Matrix grid displays all of the generic and supplemental fields defined for asite. The
attributes appear in individual grids categorized based on functionality, as they were defined in the site
repository. The categories and individual grids are:

» Location Details

» Physical Attributes

- SiteVaue

»  Operation/Maintenance
+ Schedule

» Supplemental Data

The site comparison matrix displays all the sites and the attributes for the given SAR in the form of multiple
grids, categorized according to the Site Repository component. Any fields that are defined in Supplemental
Data will appear in the Comparison Matrix, regardless of site type.

Y ou can assign a score (1 through 5, 5 being the best) for each of the site comparison datafields. The
individual scores, combined with the weighting listed for each field (defined at setup), determine atotal score
summarized at the bottom, with arank listed based on the highest to lowest scores. The approver can specify
their own rankings, which override system-generated, score-based rankings.

Although you are required to set up the weightings and field selection by site type page, the use of the
weightings to generate the scores is optional. If you do not assign weightings, then the default weighting
vauefor al fieldsis 1.0, which essentially means no additional weight.
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The Calculate button sums all of the weighted ratings and alters the Overall Rank field based on the score
attained by each site. The site with the maximum rating usually is the site best suited for acquisition.
However, the Adjusted Rank field is open to the approver or PM for override of the order with which the sites
should be pursued, despite the scoring that generated the system rank.

Comments can be entered against each row, as well asin alarge comments box at the bottom of the page.

Weighting
Rating
Calculate

Activate Site Acquisition
Request

Overall Rank (Score
Based)

Select Site Acquisition
Finalists

Displays the weighting assigned when setting up the site attributes.
Select arating for each attribute.

Click this button to recal culate the scores based on the rankings entered in the
Rating fields.

When the SAR isin aPending state, all of the data fields are open and this button
is available. This button duplicates the Activate functionality in the Action drop-
down list box on the SAR Details page.

Displays the ranking of each site based on this system cal culation: the weighting
x therating + the value for each attribute

Select the check box under the appropriate sites to select these sites as finalists
for review. Whilein a Pending status, you cannot update which sites should be
finalists.

Adding Options and Critical Dates

114

Access the Options and Critical Dates page (Real Estate Management, Site Acquisition, Site Acquisition
Request(s), Options and Critical Dates).
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General Information Einancial Terms Clauses | Motes Contacts
Action: | ..Choose Action... ~| Go Amendment; 3 Unit: USD01 Status: Active
Payables Lease: Lease Hame: Lease Type: Landlord: Location: Region:
0000000044 9499 Sheridan Avenue Retail Location 2 Western Life and HRMS Mortheast Sales @,
Annuity

Add Option Apply Template

= 4] ]
- Critical Option L
Option Date Name Date Status Description Enabled
01/31/2013 3]  1st Renewal Option a5 Active 1st Renewal Option =1
07/31/2013 [z | Right of First Refusal &5 Active Right of First Refusal =1
01/31/2018 [z | 2nd Renewal Option &5 Active 2nd Renewal Option =
01/31/2023 5 | 3rd Renewal Option &5 Active 3rd Renewal Option =
Lease
Created By: Theresa Monroe Last Updated By: Theresa Monroe
Created On:  07/07/2006 2:456:23AM Last Updated On:  07/07/2006 2:46:26AM
Options and Critical Dates page
Add Option Click this button to insert a new row and add another option to this request.

Note. Y ou must complete the Option Date and Option Name fields before you
can insert a new row.

Apply Template Click this button to apply a predefined critical date template to the page. Option
and critical date information within the template is copied into the SAR.

Option Date Enter the date that this option occurs or expires. The date that you enter must
occur on or after the current date and cannot occur before the commencement
date. Thisfield isrequired.

Option Name Select the option for which you want to establish a critical date.

Option Status Displays the status of the option. The values are:

» Inactive: Thecritical date schedule for the option isinactive.

» Active: Critical date notifications are processed when you run the critical date
notification process. The options becomes active after you enable
notifications on the Options and Critical Dates - Critical Date Detail page.

Setting Up Critical Dates Details and Notification Recipients

Access the Critical Dates Details page (click the Critical Date icon on the Options and Critical dates page).
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Options and Critical Dates
Critical Date Detail

Option Hame: | Q%

Option Date: El

Message Text:

Email text

Schedule Details

[l Enable Hotifications
Send initial notification...

O | v prior to Option Date

) On the SAR Start Date

) On a Specific Date El
A T m————

Customize | Find | B | ¥ First ©0 4071 1 Last

Contact Name Title Emiail ID
@, (=]
Created By: Last Updated By:
Created On: Last Updated On:

Critical Dates Details page

Option Name Select the option for which you want to establish for a critical date. Thisfield is
required.
Option Date Enter the date that this option occurs or expires. The date that you enter must

occur on or after the current date and cannot occur before the site commencement
date. Thisfield isrequired.

M essage Text Enter the text to insert into the email notification.

Email Text Click to display a sample of the email content that is generated and sent to
recipients. Y ou cannot edit the email text from this view. The email text is
specified when you define the option during setup. Y ou may, however, tailor the
Message Text field to customize the message for a specific request.
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Schedule Details

Enable Notifications

Send initial notification
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Select to enable email notifications.

Select the option for sending initial notifications. Critical date notifications
operate within a date range. The optionsin this group determine the timing of the
start date. Optionsinclude:

Prior to Option Date: Use this option to begin notifications on a specific number
of days, months, or years before the option date.

On the Lease Start Date: Use this option to begin sending notifications from the
request Commencement Date field that is specified on the SAR Details page.
On a Specific Date: Use this option to begin sending notifications on a specific
date. The date that you select must precede the option date.

Recurring - Send Recurring Notifications

Never

Daily

Weekly

Monthly

Yearly

Recipients

Use this option if the notification is not recurring. For example, only one
notification is sent on the date that is specified by selecting Send Initial
Notification.

Select this option to generate notifications daily. For example, setting the number
value to 1 generates a notification every day from theinitial notification until the
option date occurs.

Select this option to generate notifications weekly or at regular intervals on
specific days of the week. For example, specify avalue of 2 and select Mon and
Wed for the system to generate notifications on Mondays and Wednesdays,
every other week, between the start date and the option date.

Select this option to generate notifications every month on a specific day of the
month. For example, you can generate a notification every three months on the
31st day of the month between the start date and the option date. If you select the
29th, 30th, or 31st and the notification date occurs within a month that has fewer
days, then the notification is sent on the last day of the month.

Select this option to generate notifications annually on a specific day within a
specific month. For example, you can generate notifications every two years on
June 30.

This section enables you to specify the interested parties to whom critical date notifications are sent. The
recipient list isrole based. Notifications are sent only when a specific person is assigned to that role within

the context of the site.
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Y ou use the Contacts section of the request to specify the roles and specific users who are assigned to those
roles. You can select aroleto which no oneis currently assigned; however, no notification is actually sent.
Conversdly, if someoneis assigned to that role and they are removed from the contact list, the system displays
the role as the recipient; however, the person assigned to the role no longer exists and no notification is
generated.

See Chapter 18, "Defining Contacts for Real Estate Management," Understanding Real Estate M anagement
Contacts, page 297.

Role Name Select the role for whom you want to receive notifications. You can select from
any of the predefined Real Estate Management roles. If no one is assigned to this
role, then the Name field is blank.

Email Notify Indicates that email notifications are sent to the roles that are defined.

Note. Thisfield does not indicate whether the recipient's email addressis
configured correctly. The system assumes that all email recipients are able to
receive mail.

Viewing the SAR Analytic

Access the SAR Analytic page (Real Estate Management, Site Acquisition, Manage Site Acquisition
Request(s), SAR Analytic).
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SAR Details Comparison Matrix

Options and Critical Dates

SAR Motes

. .."' SAR Contact

Site Attributes Group Analytic Chart

Unit: US001 Status: Evaluating Finalists

SAR ID: Site Type:
000000000000001 Residential
Comments:

Site Acquisition Request Name:
SAR with 2 Sites

Residential Sites Acqusition

. General . Value

|:| Location |:| Supplement
. Maintenace

O Physical

O schedule

Sie-11

Sie-12

SAR Analytic page

Thisanalytic isagraphical display of the sites and their respective total scoresfor each section of the

Comparison Matrix.

Approving Site Acquisition Requests

This section discusses how to:

*+ Manage SARs.
» Approve SARs.

Pages Used to Approve SARs

Page Name

Definition Name

Navigation

Usage

Manage SAR Approval

RE_SAR MANAGE_APPR

Real Estate Management,
Site Acquisition, Manage
SAR Approva

Manage the approval of
SARs.
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Page Name Definition Name Navigation Usage

Approval Site Acquisition, Manage
SAR Approva

Click aSAR ID on the
Manage SAR Approval

page.

Site Acquisition Request RE_SAR_APPR Real Estate Management, Approve or deny SARs.

Managing SARs

Access the Manage SAR Approval page (Real Estate Management, Site Acquisition, Manage SAR

Approval).
Manage SAR Approval
Business Unit|US001 G, SARID @, @,
Search () pending My Approval ) Approved By Me ) Denied By Me
B n
SARID Site Acquisition Request Name Site Type SAR Status Approval Status
SAR ID
Manage SAR Approval page
SARID Enter the SAR ID to search for a specific request.
Site Type Enter a site type to search for requests with specific site types.
Search Select the requests you want to search for:
« Pending My Approval
« Approved By Me
» Denied By Me
SARID Click aSAR ID to access the Site Acquisition Request Approva page to add

ratings and approve or deny a SAR.

Approving SARs

Access the Site Acquisition Request Approval page (click a SAR ID on the Manage SAR Approval page).
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The approver can add his or her own ratings and then view the Comparison Matrix with these new ratings
applied. The ratings entered here update the values in the SAR. The ratings fields become read-only after the

SAR is approved.

Select Site Acquisition  Select check boxesto select one or more sites as finalists.

Finalists

Adjusted Rank Approvers can change the ranks manually for each site.

(Approver Selected)

Approve Click this button to approve this SAR. The SAR will bein an approved status and
auser with appropriate access will finalize the property selection.

Deny Click this button to deny this request and send it back to the creator. Y ou can
enter comments that will help explain the updates needed to approve this request.

Approval Map This group box displays a graphical map of the approval process. Y ou can click

links to view more information about the persons assigned to the request or send
emails requesting information.

Finalizing Site Acquisition Requests

This section discusses how to finalize SARs and create assets, leases, or projects from sites.

Page Used to Finalize Site Acquisition Requests

Page Name Definition Name Navigation Usage

Finalize Site(s) Acquired RE_SAR_FINALIZE Real Estate Management, Finalize SARs and create
Site Acquisition, Manage assets, leases, or projects
SAR Approval from sites.
ClickaSAR ID onthe
Manage SAR Approval
page.

Finalizing SARs
Access the Finalize Site(s) Acquired page (click a SAR ID on the Manage SAR Approval page).
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Finalize Site(s) Acquired

Unit: U=S001 Status: Finalised

SAR ID: Site Type: Site Acquisition Request Name:
000000000000003 Corporate Atlanta Sales Office Evaluation
Comments:

Commencement: 07/01/2009 Duration: Real Estate Specialist:  Kenneth Schumacher
Estimated Completion:  10/01/2009 92 Dayis) Portfolio Manager: Kenneth Schumacher
Actual Completion: 10/08/2009 99 Dayls)

Site Finalists

Customize | Find | B | 3 Fir=t T 42012 1 Last

@SOS integration Detaile | [F=R

Site Hame Site Status Address 1 ;;n:lltllitg Acquired Acquisition Date
Solaepnnpios-Alantallal  negoisting 100 Main Street 2 W
DoC000100000032 - PeachTree OfICE negotiating 900 PeachTree Street 1 10/08/2009
Integrations Lease Information

¥ Create Asset ¥ Create Lease Commencement: IM E21] % payables Lease

¥ Create Project Termination: IM 1] ' Receivables Lease

 Confirm and Finalize Acquisition |

Finalize Site(s) Acquired page

Note. This pageisvisible only when aSAR isin afinalized status.

Acquired Select this check box to acquire this site.
Acquisition Date If you selected the Acquired check box, you must enter an acquisition date.

Confirm and Finalize  Click this button to finalize the request and have the system create the required

Acquisitions IDs. At least one site must be selected as acquired and have avaluein the
Acquisition Date field before you click the Confirm and Finalize Acquisition
button. Otherwise, the system displays an error.
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Integration Details

Thistab displays the asset ID, project ID, or lease ID that the system created if you selected to have the
system create these values before you clicked the Confirm and Finalize Acquisition button.

Integrations

This group box enables you to create an asset, project, or lease ID from the acquired sites.

Create Asset,Create Select one or al of these check boxes to enable the system to create the required
Lease, or Create Project IDsin the system.
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Creating Lease Abstracts

This chapter provides an overview of |ease abstracts and discusses how to:

» Create and print lease abstract worksheets.

« Review lease abstracts.

Understanding Lease Abstracts

The lease abstract provides a method to capture and present lease information in a summarized, at-a-glance
format. Because leases are usually lengthy and difficult to read, the lease abstract provides lease
administrators with a short reference that is referred to more frequently. The sections printed vary by setlD
and are based on the setup on the Lease Abstract component (RE_ABST_SECT). The layout of the lease
abstract matches with the online entry flow of the lease in the system to assist with faster data entry (after the
handwritten lease abstract worksheet is completed and is ready for input).

These are the two versions of |ease abstracts;

« Lease abstract worksheet.
» Leaseabstract.

A lease abstract worksheet is a blank template that you can print and use to record data from a paper lease.
The lease abstract worksheet has fields and sections that are similar in order and logical grouping asin the

L ease Maintenance component. This enables you to read the worksheet in a linear fashion and enter the
information into the L ease Maintenance component. Although the lease abstract worksheet is meant to assist
with the typical lease abstraction process done by lease administrators, it is an optional step and depends on
the lease administration procedures or your organization.

The Lease Abstract page is a system-generated summary of the lease. After you enter alease in the system,
you can review the lease data by looking at the lease abstract. Y ou can view the lease abstract online or print
it for your records.

To transfer |ease details from the |ease to the PeopleSoft Real Estate Management system, you perform these
tasks:

1. Print the lease abstract worksheet.
2. Manually enter the lease information on the worksheet.
3. Usethe lease abstract worksheet to enter lease information in the Lease Mai ntenance component.

4. Review the lease abstract on the Lease Abstract page.
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Prerequisites

Before you can print alease abstract, you must first set up the sections to print in the lease abstracts for each
setl D through the Lease Abstract setup component. For each setlD used in PeopleSoft Real Estate
Management, you can choose which sections appear on the |ease abstract.

Creating and Printing Lease Abstract Worksheets

This section discusses how to print |ease abstract worksheets.

The lease abstract worksheet provides you with spaces between fields to enable you to hand write lease
information on the worksheet. The flow of the worksheet is designed so that you can quickly extract the
information from a hard copy lease and input the data into the PeopleSoft Real Estate Management system.

Page Used to Create Lease Abstract Worksheets

Page Name

Definition Name

Navigation

Usage

Lease Abstract Worksheet

RE_ABS WRKSHEET

Real Estate Management,
Lease Administration,
Reports, Lease Abstract
Worksheet

Print aworksheet used to

record lease information for
entry in the PeopleSoft Real
Estate Management system.

Note. You can print the
worksheet from your web
browser. To maximize
viewing and printing of the
worksheets, you should use
the user interface standard
of 800 x 600 screen
resolution.

Printing Lease Abstract Worksheets

Access the Lease Abstract Worksheet page (Real Estate Management, Lease Administration, Reports, Lease

Abstract Worksheet).

Note. These screen shots display the standard |ease abstract worksheet with all options selected on the Lease

Abstract setup page.
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Lease Abstract Worksheet
General Information

Payables Receivables
Business Unit =001
Lease Name
LandlordTenant
Location

Lease Time Table

Commencement
Termination
Lease Signed

Property Information

Unit of Measure

Total Area

Property Property Name

Lease Type

Region

Lease Administration

Lease Administrator
Portfolio Manager

Parent Lease

Usable Area Rentable Area

Occupancy Date

Lease Abstract Worksheet page (1 of 11)
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Financial Terms

Financial Summary Reference
Lease Currency Proration Method Prorata Share
Max Op. Ex. Increase/ear: Amount Percent
Max Lease Rent Escalation: Amount Percent
Exclude Base Year Base Year Base Year Amount

Schedule of Recurring Rent

Start Emd Financial Rent Amount Schedule Straightline Description Payor/Payee
Date Date Term Type

Lease Abstract Worksheet page (2 of 11)

Base Rent
Escalation Details

Escalation Type Base Index

Start Date Index Escalation Amount Calc Method Min Amount Max Amount Min Percent Max Percent

Lease Abstract Worksheet page (3 of 11)
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Operating EXpenses
Agreement Number:

Operating Expense Details

Prorata Share Method: Admin Fee Method:
Admin Fee Percentage: CAP/MIN:

Exclude Base Year Expense Gross Up
Base Year: Gross Up Percentage:
Base Year Amount; Gross Up Method:
Base Year Percentage:

Prorata Share Details - Basis
Prorata Basis Tenant Area Total Area Floor Percentage
Lease Abstract Worksheet page (4 of 11)
Caps/Minimum Details
CAP Applied To: CAP Basis:
CAP Applied:

Method:

Compare To:

Method:

Compare To:

Subsequent Year Cap

Percentage:;

Index Name:;

Subsequent Year Minimum

Percentage:

Index Name;

Operating Expense Categories

Operating Expense Estimated Amount

Max Total Administration Fee Straightline

Amount

Lease Abstract Worksheet page (5 of 11)
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Miscellaneous Rent

Escalation Details

Escalation Type Base Index

Start Date Index Escalation Amount Calc Method Min Amount Max Amount Min Percent Max Percent

Lease Abstract Worksheet page (6 of 11)

Security Deposits

Payor/Payee

Deposit Date Deposit Type Guarantor Deposit Amount Reference

Lease Abstract Worksheet page (7 of 11)
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Percent Rent

Sales Estimation Method Minimum Fee Reference
Sales Adjustment Factor Maximum Fee Payor/Payee
Partial Year Proration Calendar ID Calculation Method

Lease Breakpoints

From Breakpoint To Breakpoint Amount Percent

Sales Reporting Categories
Sales Category Name From Breakpoint To Breakpoint Amount Percent

Lease Abstract Worksheet page (8 of 11)

Clauses

Clause Type Clause Subtype Description Reference

Lease Abstract Worksheet page (9 of 11)

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 131



Creating Lease Abstracts

132

Chapter 10

User Defined Fields

Field Description User Defined Value
Last Owner of the property
Local Council for the Property
Froperty Latitude
Property Location
Froperty Longitude
Property Tax Authaority
Lease Abstract Worksheet page (10 of 11)
Options and Critical Dates
Option Date Name Description Option Recipient Schedule
Contacts
Hame  Company Role Pref Phone Fax Email 1D Address

Communication

Lease Abstract Worksheet page (11 of 11)
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See Chapter 8, "Structuring L eases," Defining Lease Abstract Sections to Print, page 76; Chapter 11,
"Creating and Maintaining L eases," Defining General Information, page 152; Chapter 11, "Creating and
Maintaining Leases," Define Financial Terms, page 158; Chapter 11, "Creating and Maintaining L eases,"
Adding Base Rent, page 161; Chapter 11, "Creating and Maintaining L eases," Define | ease Clauses, page 169
: Chapter 14, "Setting Up Operating Expenses,” Establishing Operating Expense Details, page 212; Chapter
15, "Setting Up and Calculating Percent Rent," Entering Percent Rent Terms, page 258; Chapter 16, " Setting
Up Security Deposits," page 273 and Chapter 17, "Setting Up Options and Critical Dates," page 285.

Reviewing Lease Abstracts

This section provides an overview of reviewing lease abstracts and discusses how to review |ease abstracts.

Understanding Reviewing Lease Abstracts

PeopleSoft Real Estate Management enables you to review the lease abstract in any lease status, including
pending leases prior to activation. Y ou can review the summary of the lease online or you can print a copy.
This feature also enables you to view all the terms and conditions for typographical and miscellaneous errors
in the lease before you activate it. Any changes to the terms and conditions of the lease, after it is activated,
reguires alease amendment.

Page Used to Review Lease Abstracts

Page Name Definition Name Navigation Usage

Lease Abstract RE_SUMMARY_INQ e Rea Estate Displays a summary of the
Management, Lease |lease.
Administration,
Payables L eases,

Maintain Lease

Select View Lease
Abstract in the Action
field and click the Go
button.

¢ Red Estate
Management, Lease
Administration,
Receivables L eases,
Maintain Lease

Select View Lease
Abstract in the Action
field and click the Go
button.

e Real Estate
Management, Lease
Administration,
Reports, Lease Abstract
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Reviewing Lease Abstracts

Access the Lease Abstract page (Real Estate Management, Lease Administration, Reports, Lease Abstract).

Note. The screen shots display the |ease abstract of a completed lease.

Lease Abstract
General Information
Business Unit: =001 Status: Active
Payables Lease: 0000000011 Lease Name: 9499 Sheridan Avenue
Lease Type: Retail Location Landlord: Western Life and Annuity
Location: HREMS Region: Mortheast Sales
Commencement: 08/01/2003 Termination: 0713142013
Lease Signed: 08/01/2003 Lease Term; 120 months
Parent Lease: Remaining Term: 45 maonths
Lease Administrator: Jean-Patrick Martin Portfolio Manager:  Kenneth Schumacher
Unit of Measure; Square Feet Prorata Share: 22150000
Property Property Hame Total Area Usable Area Rentable Area Occupancy Date
68 Space 1051 800.000 200.000 800.000|08/01/2003
Primary Property: Space 1051 Combined Total Area: 800.000 Square Feet
gaer?:e':rmd Street Combined Usable Area: 300000 Square Feet
United States Combined Rentable Area: 300.000 Square Feet

Lease Abstract page (1 of 6)
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Financial Terms

Lease Currency: UsD Proration Method: Mo proration
Current Est Monthly Payment: 11,500.00 USD Reference:
Current Estimated Cost: 14.38 USD  Max Op. Ex. Increase/Year...
Exclude Base Year: N Percent: 15.00
Max Lease Rent Escalation...
Base Year: Amount: 0.00 USD
Base Year Amount: 0.00 UsSD
Schedule of Recurring Rent
Start Date End Date Financial Term  Amount StLn Schedule Description Payee
02/01/2006 07/31/2013Base Rent 11,500.00 USD M 15th of each West_ern Life and
manth Annuity
Escalation Type: Mone Rent Type: Base Index:
Start Date End Date Financial Term  Amount Schedule Description Payee
11/01/2003 11/01/2005 Operating 975637 USD 15th of each West_ern Life and
Expense manth Annuity
Agreement Number:
¥ Operating Expense Details

Operating Expense Categories
d Expenze Category " Detale | [F=F

. . . Total
Operating Expense Estimated Amount Min Amount Max Amount Administration Fee StLn
AL 53218 0.00 0.00 50.00
Maintenance

Electricity 33319 0.00 0.00 100.00

Senvice 4 345.00 0.00 0.00 200.00

Feal Estate Tax 4 546.00 0.00 0.00 400.00

Lease Abstract page (2 of 6)
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Percent Rent

Sales Estimation Method:  Prior Period Minimum Fee: 1.00 Uso
Sales Adjustment Factor: 1.00 Maximum Fee: 500,000.00 usp
Payee Name: Western Life and Annuity Calendar: Monthly

Partial Year Proration Calculation Method: Cumulative Pro Rata
Reference:

Lease Breakpoints
Sales Reporting Categories

Breakpoints
From Breakpoint To Breakpoint Operator Amount Percent
0.00 1,572 857.99 Percent 0.00 7.00
1,5672,858.000 99,999 999 999 995 999 005 RNEmD 0.00 6.50

Lease Abstract page (3 of 6)
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Clauses

Clause Type Sub Type

Maintenance
Clause

Assignment
Clause

Go Dark Clause

Description

Landlord maintains all property in the
Center other than the leased premises and
Tenant pays it's prorata share of the
Center's CAM charges, including a 15%
administrative fee. Increases of CAM
Charges are capped at 10% per year.

Assignment agreement from XYZ
Investments, Inc, a Delaware Corporation,
to Wings & Cheese.

Tenant may go "Go Dark™ any time after the
5th Lease Year (leased commenced
10/15/98). for a period of @ months. Tenant
is required to pay base rent during any go
dark period.

Reference

Lease Abstract page (4 of 6)
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User Defined Fields
Field Description User Defined Value

Last Owner of the property
Local Council for the Property
Property Latitude

Property Location

Property Longitude

Property Tax Authority

Options and Critical Dates

gm"?" Hame {;t';mm: Description Enabled
01/31/2013 1st Renewal Option Active 15t Renewal Option

01312018  2nd Renewal Option Arctive 2nd Renewal Option

01312023  3rd Renewal Option Active 3rd Renewal Option

0713112013 Right of First Refusal Active Right of First Refusal

Lease Abstract page (5 of 6)
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Contacts
STTEE Role LTI Preferred  Email ID
Name Type

Name ﬁ:"":e'““'-" Role EL'B:W Telephone
Amendments

Amendment Amendment Type Reaszon

Froperties on Leases have

been changed Mew property added to lease

2|Financial Terms Update Adjusted Base Rent Amount

3|/ Correction Data Entry Error

Phone
Type

Fax Humber Email ID

Status

Replaced

Replaced

Active

Telephone Extension

Activation Date

06072006
9:56PM

0E/09/2006
3:54AM

07072006
2:46AM

Lease Abstract page (6 of 6)
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Creating and Maintaining Leases

This chapter provides an overview of leases, lists prerequisites and common elements, and discusses how to:
» Define genera lease information.

» Define lease financia terms.

» Define lease clauses.

« Add notes and attachments.

» Review basic lease information.

+ Manage my lease portfaolio.

Understanding Leases

PeopleSoft Real Estate Management is an integrated solution that effectively manages the entire life cycle of
acorporate real estate lease, from lease execution and financial processing through lease expiration and
termination.

A lease is an agreement between alessee (tenant) and alessor (owner, landlord, or property manager) that
defines terms of the rental, such as the period of time and rent amount for a property or multiple properties.
The lease isthe basis for invoices or vouchers and receipts or payments. Y ou create a lease to enable
processing for an invoice or payment for recurring rent and operating expenses for that lease.

Y ou can process everything from a single invoice or payment to the most complex recurring invoices or
payments as required by the lease. Y ou can perform cost allocations, rent escal ations, and capacity planning
for your organization, and establish critical date alerts to notify you when you must take action on or make a
decision about a particular lease.

Before you create alease, you must determine the type. There are two types of leases: payables leases and
receivables leases. Y our role—landlord or tenant—determines the type of |lease that you create.

This section discusses:

» Payablesleases.

+ Receivables|eases.
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Payables Leases

Payables |eases enable a tenant (Iessee) to manage and report on rent, operating expenses, and miscellaneous
rents. Y ou can set up recurring payment schedulesto facilitate the lease. Y ou can set up percent rent terms
based on sales reported by tenant. Y ou can capture specific |ease clauses and |ease options, and set up critical
date alerts for important events related to the lease, such as lease expiration. Y ou can also audit operating
expenses, comparing with previous years to ensure continuity of spending.

Y ou create a payables lease when your organization is the tenant (or lessee) and you are issuing rent
paymentsto alandlord (or lessor) for space that you are occupying. Y ou enter the lease terms from your
signed lease agreement as a payables |ease and set it up for payment processing through PeopleSoft Payables.
As aresult, the mgjority of your transactions are payables transactions or payments that you are issuing
through PeopleSoft Payables to be paid to your landlord.

When you enter the lease, you can establish recurring rent payments that the system processes on a periodic
basis of your choosing. When processing rent payments, the system generates transactions with PeopleSoft
Payables as the transaction destination. Even manual payments, which include ad-hoc entries, security
deposits, operating expense audits, and percent rent sales reports, can be sent through PeopleSoft Payables
with their associated accounting ChartFields, as determined by the transaction routing code and accounting
rule setup. Y ou can also send through PeopleSoft Payables (first as a negative reversal entry of the originating
transaction and then as a new entry for the revised payment amount) any adjustment entries caused by
changes in security deposits, operating expense audit adjustments, or percent rent sales reports.

For payables |eases, the integration points to consider for processing are PeopleSoft General Ledger (for
straightline accounting), Payables, and Asset Management (for the Asset Repository). Since PeopleSoft
Billing integration is not needed for payables |eases, any adjustment transactions are sent through Peopl eSoft
Payables as negative voucher entries.

See Chapter 8, "Structuring Leases," Defining Transaction Routing Codes, page 83.

See Chapter 5, "Establishing Real Estate M anagement Business Units and Accounting Rules," Understanding
PeopleSoft Real Estate M anagement Accounting Rules, page 20.

Receivables Leases

142

Corporate real estate management sometimes requires landlord billing capabilities for leasing owned property
and subleasing leased property. Accounting for al costs and lease income associated with |ease management
iscritical to alandlord (lessor). Receivables | eases enable you to collect rent, manage your expenditures, and
alocate them proportionately to the departments or other entities.

When you create a receivables lease, you set up recurring invoices that generate automatically in the
frequency defined in the lease. Y ou can track lease clauses and options, and set up critical dates to remind
you of important events related to the lease, such as lease expiration. Y ou can also set up simple to complex
rent terms, track percent rent schedules, and upload percent rent sales reports to determine the percent
increase to bill for monthly rent.

Y ou create a receivables |ease when your organization is the landlord (or lessor) and you are submitting rent
billsto atenant (or lessee). For areceivables lease, you enter the lease terms from your signed lease
agreements and set up the terms for processing as the landlord. As aresult, the magjority of your transactions
are billing transactions or bills that you are issuing through PeopleSoft Billing to your tenant.
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When entering the lease, you can establish recurring rent bills that the system processes on a periodic basis of
your choosing. When processing rent invoices, the system generates transactions with PeopleSoft Billing as
the transaction destination. Even manual bills, which include ad hoc entries, security deposits, operating
expense reconciliations, and percent rent sales reports, are sent through PeopleSoft Billing with their
associated accounting ChartFields, as determined by the transaction routing code and accounting rule setup.

Y ou can aso send through PeopleSoft Billing (first as a negative reversal entry of the originating transaction
and then as a new entry for the revised payment amount) any adjustment entries caused by changesin security
deposits, operating expense audit adjustments, or percent rent sales reports.

Security deposit refund processing, which is available on receivables lease processing (outside of the lease
component) can potentially divert the security deposit refund to PeopleSoft Payables if, during lease
expiration, the refund has not been depleted by sufficient deductions to cover the remaining amount
outstanding and money is owed back to the tenant.

For Receivables |eases, the integration points to consider for processing are PeopleSoft General Ledger (for
straightline accounting), Billing, and Asset Management (for the Asset Repository). Although, for the most
part, any adjustment transactions are sent through PeopleSoft Billing as negative invoice lines, a PeopleSoft
Payables integration is also available (and potentially necessary) to handle security deposit refund processing
during lease expiration.

See Chapter 8, "Structuring Leases,”" Understanding Transaction Routing Codes, page 83.

See Chapter 5, "Establishing Real Estate Management Business Units and Accounting Rules," Understanding
PeopleSoft Real Estate Management Accounting Rules, page 20.

Process Flow Overview for Creating a Lease
The high-level business process flow for creating a lease consists of these steps:
1. Definethe genera lease information.
2. Enter the lease timetable and |ease administration information.
. Add the property information.
. Definethe financial terms of alease.

. Add base rent.

3

4

5

6. Add the operating expenses.
7. Add miscellaneous rent.

8. Define percent rent information.

9. Enter security deposits.

10. Add lease clauses.

11. Establish options and set critical dates.
12. Add and attach pertinent notes.

13. Define internal and external contacts for the lease.

14. Vdidate and activate |ease.
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See Chapter 14, "Setting Up Operating Expenses,” Establishing Operating Expenses for a L ease, page 210;
Chapter 15, "Setting Up and Calculating Percent Rent," Setting Up Percent Rent Terms, page 257; Chapter

16, "Setting Up Security Deposits,”" Setting Up Security Deposits, page 274; Chapter 17, "Setting Up Options

and Critical Dates," Setting Up Options and Critical Dates, page 287 and Chapter 18, "Defining Contacts for

Real Estate Management," Understanding Real Estate M anagement Contacts, page 297.

Prerequisites

Before creating |leases, you must:

» Set up schedules and calendar IDs.

Structure lease component setup.

»  Set up vendor and customer (landlord and tenant)

See PeopleSoft Enterprise Sour ce-to-Settle Common Information 9.1 PeopleBook, "Maintaining VVendor
Information,” Adding New Vendors and PeopleSoft Enterprise Order to Cash Common Information 9.1
PeopleBook, "Maintaining General Customer Information,” Adding General Customer Information.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining Financials and Supply
Chain Management Common Definitions," Pages Used to Define Common Journal Definitions.

See Also

Chapter 8, "Structuring L eases," page 75

Common Elements Used in This Chapter

144

Commencement Enter the begin date that the lease goes into effect.
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Lease Actions A lease can change significantly throughout the course of itstypically long life
cycle. With the Lease Administration feature, you can change the lease status
throughout this life cycle using lease actions within the lease component. The list
of available actions changes based on the current state of the lease and what can
be processed against the lease. For example, you can put an active lease into a
dispute status if there is a dispute between the landlord and tenant. If aleaseisin
dispute, you can hold it from any financial processing. Any transactionsin the
transaction queue is also put on hold. When the dispute is resolved, you must
manually approval the transactions put on hold to enable processing.

Select from the list of values below:

« Activate Lease

« Addto My Portfolio

« Cancel Lease

e CloseLease

« Copy From Existing Lease
e Delete Lease

» Dispute Lease

» ExpireLease

« Holdover Lease

« Manage Amendments
* Resolve Dispute

«  Submit for Review

« Validate Lease

« View Lease Abstract

See Chapter 11, "Creating and Maintaining Leases," Understanding L eases, page
141.

f@GotoError Click to view and resolve validation and/or activation error. Theicon worksin
conjunction with the highlighted field for visual clue.
Landlord and Tenant Select the name of the landlord or tenant.

This field changes depending on your role (landlord or tenant) and the navigation
that you use.

Note. The landlord must be set up as a vendor on the vendor table, and the tenant
must be set up as a bill to customer on the customer table with the Primary Bill-
To check box selected.

See PeopleSoft Enterprise Source-to-Settle Common Information 9.1 PeopleBook
, "Maintaining Vendor Information,” Adding New Vendors.
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Lease Type

L ocation

Payables L ease or
Receivables L ease

Region

Reference

Straightline Accounting

Termination

Chapter 11

Select the Sub Lease or Reporting lease type. If you select Sub Lease, you must
enter the parent lease number associated with that sub |ease.

See Chapter 8, "Structuring Leases," Defining Lease Types, page 80.

Select the geographical site identifying a city, state, or office. Thislocation code
is based on the vendor or customer master and is not established in the Lease
Administration feature.

Displays the lease number. Thisfield is dynamic and changes depending on the
type of lease (payables or receivables) and the navigation you use. Y ou can either
enter alease number when you create a new lease or let the system generate it
from the next available number. If you enter alease number, it can both letters
and numbers.

Select the geographical site that identifies a group of locations, such as Midwest
or Northeast. Y ou must enter aregion before you validate or activate alease.

Specify sections within alease where the term of the lease is defined. For
example, when adding a base rent, you can use the Reference field to specify the
section in the lease where the rent terms are located.

Select to specify straightline accounting for rent. When selected, the system
applies straightline accounting rules to the rent.

See Chapter 12, "Managing Straightline Accounting,” Understanding Straightline
Accounting, page 181.

Enter the end date of the lease. The end date is used to define when the lease
expires.

Defining General Lease Information

This section provides an overview of general lease information and discusses how to define general

information for alease.

Understanding General Lease Information

146

Defining lease terms and property information is the first step in setting up a new lease. Y ou can create a new
lease or copy from an existing lease.

Y ou can associate a one-to-many relationship between alease and leased properties. For example, alease can
include multiple properties or asingle property with multiple floors, areas, or space. To define the property
information, populate the property grid. The property summary provides the calculation for total areafor all
properties listed on the lease.

Note. After the leaseis activated, you must create an amendment to change the property information.
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Before you create alease, you need to understand the underlying actions of some of the fields and how they
affect the overall processing of the lease. This section provides an overview of:

« Leaseactions.
* | ease statuses.

e Proration method.

Lease Actions

Y ou can specify various actions for alease. The Action field is dynamic and works in conjunction with the
lease Status field, enabling you to change the status of alease at various stages.

For example, to activate alease, you select Activate Lease from the Actionsfield (if you have user authority).
After the lease status is Active, the only available actions are Cancelled, Expired, and Dispute.

The available values are:

» Activate Lease: You can activate leases if al the necessary lease information is correctly entered and
validated by the system. Once alease is activated, you can begin financial processing, make rent
payments, and generate invoices. Activation of the lease validates the |ease to ensure that all of the data
entered is accurate. If errors are encountered, the system provides information for each error. Y ou must
correct these errors before you can reactivate the lease.

Validation errors, when detected, appearsin alist towards the top of the page, showing all the errors the
system detected. The system also highlights the fields that contain invalid data as a further visual clue. To
view and resolve the error, you click the Go to Error link. Errors found on other pages have the Go to
Error icon with the page name displayed. Clicking on the icon takes you to the named page.

« Addto My Portfolio: Select to add the lease to your portfolio page. This action is only availableif the
lease is not currently in your portfalio.

» Cancd Lease: Select to cancel alease if the lease was entered in error. Thisaction isonly available if the
lease status is in pending or active status, and the |ease does not have any existing financial transactions
generated.

» Close Lease: Select to close alease that has expired and for which al final closing transactions are
complete. When alease is closed, you cannot process any financial transaction for that lease. Before
closing alease, we recommend that you leave alease in expired status for a period of time to allow for ad-
hoc transactions, such as security deposit refunds, final bill payments, end of the year operating expense
reconciliations, and so on.

Note. You may consider keeping the lease in expired status for one year to ensure that all transactions for
that lease are compl eted.

» Copy From Existing Lease: Select to copy from an existing lease. Y ou can copy from another lease only
if your lease isin pending status.

» Delete Lease: Select to delete alease. Y ou must be in update mode and the status of the lease must be
pending.

+ Dispute Lease: Select to set alease to dispute. The status of the lease must be in either active or holdover
before you can set the statusin dispute. Once aleaseisin dispute, al financial transactions are put on
hold. Y ou cannot process recurring or ad hoc transactions until the dispute is resolved.
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» ExpireLease: Sdect to set the lease status to expire. To expire alease, the status must be active, in
dispute, or holdover. Once alease expires, al recurring rents are no longer automatically generated.
However, you can still issue ad hoc transactions, such as security deposit refunds, percent rent sales
reports, and operating expense reconciliations.

Note. If alease, with straightline accounting specified, is manually expired, under straightline accounting
rules, the accrual or deferral must be written off during the termination period. A one-time adjustment is
made to end the general ledger entry and balance out the lease for all paid amounts.

» Holdover Lease: Select to set alease to holdover. When the lease is set to holdover, the |ease has already
expired. Y ou can complete negotiations or enable the tenant to continue to occupy the property for a short
time beyond the expiration date. To extend the lease you need to create an amendment. If the lease's
termination date is 6 months beyond the date on which the amendment is activated you are given the
option to set the lease back into an active state.

« Manage Amendments: Select to create an amendment on the lease or view past amendment history.
Creating an amendment changes the terms and conditions of alease, storing new terms along with
historical terms. To create an amendment, the lease status should be Active or Holdover.

» Resolve Dispute: Select this value after the dispute isresolved. The leaseis set to the original status
before the dispute.

«  Submit for Review: Select this action to submit the lease for review. If workflow is setup for Real Estate
Management, the system will send an email with alink to the lease abstract.

» Validate Lease: Select to validate the lease to ensure that all required fields are populated. Because you
can enter the lease in pending status with little required information, the system must perform an
extensive validation of all lease data entered to ensure that al of the appropriate entries are correct.
During validation, if any errors are encountered, the system provides information on each of them.

Validation errors, when detected, appearsin alist towards the top of the page, showing all the errors the
system detected. The system also highlights the fields that contain invalid data as a further visual clue. To
view and resolve the error, you click the Go to Error link. Errors found on other pages have the Go to
Error icon with the page name displayed. Clicking on the icon takes you to the subsequent pages.

* View Lease Abstract: Select to view the lease abstract. Y ou cannot view the lease abstract if the lease
statusis cancelled.

Lease Status

The lease status is a system-defined value that provides avisual indicator of the lease status within the lease
life cycle. The lease status also controls what processing can occur against the lease. When creating a lease,
the statusis set to Pending. Y ou can save alease with only the description; however, you cannot activate the
lease until you enter and validate all fields. Use lease amendments to create changes against an active lease.

The available values are:
« Pending: Initial entry point in alease life cycle. Y ou must enter only the description of the lease. No

financial processing occurs at this state. L eases can be set to Activate in the Action field if al the dataiis
complete and successfully validated.
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Active: Y ou can change the status of the lease from pending to active based on an installation option and
your role. If auto approval is enabled at the installation level, then any user with the Lease Administrator
role can activate alease. If auto approval isdisabled at that installation level, then only users with the
Lease Administrator role can activate the lease. If any other user activates alease, then the system
presents the user with an option to send an email message to the portfolio manager of the lease to request
lease activation. When alease is activated, financial processing of the lease begins.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for
PeopleSoft Applications,” Setting Up Application-Specific Installation Options.

Cancelled: You can cancel aleasein pending or active status if there are no transactions associated with
the lease. After theleaseis cancelled, the lease is stored for future reference only.

Expired: A lease can expireif the end date on the lease lapses.

Holdover: Y ou can manually move an expired lease into holdover status if negotiations are in process or
the tenant requests an extension for a short period of time to occupy the property beyond the expiration
date.

If the tenant requests an extension, the lease term becomes a month-to-month obligation. To change the
status, you must either renew the lease or et the lease expire.

Dispute: You can put aleasein dispute statusif it isin litigation or negotiation. No financial processing
occurs until it is resolved.

Closed: You can close an expired lease. Once aleaseis closed, no financial processing can occur. The
leaseis stored in the system for historical reference only.

As the lease moves through various stages and as the status is updated, it triggers certain events in other areas
of the application. Lease statuses determine the financial progress of alease. Statuses also determine the
various actions that you can take on alease.

Thistable lists available actions and statuses that you can select for a lease based on the lease's current status
listed in the left column:

Current Lease Status Available Actions Available Lease Statuses

Pending Activate Active: All dataentry is complete and

Add to My Portfolio successfully passes validation edits.

Cancelled: You can cancel aleaseif

Cancel Lease there are no existing manual Payables
Copy From Existing Lease payments associated with the lease.
Delete Lease

Submit for Review
Validate Lease
View Lease Abstract
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Current Lease Status

Available Actions

Available Lease Statuses

Active Add to My Portfolio Cancelled: You can cancel aleaseif
there are no existing manual payments

Manage Amendments associated with the lease.

Cancel Lease Expired: A lease can expire through

Note. You cannot cancel alease if the course of the normal lease cycle

active transactions exist. wherethe end datg lapses. You can
also manually expire alease for early

Dispute Lease termination.

. Dispute: Stopsall processing until a

Expire Lease lease amendment is created.

View Lease Abstract

Cancelled Delete None: You can only delete the lease.
Expired Manage Amendments Holdover: The lease administrator can
Close L manually set alease to holdover status
ease if negotiations arein process or a
Dispute Lease tenant extends the lease term beyond
, the expiration date at a higher

View Lease Abstract previously negotiated rent.

Closed: A lease has expired and has
not been renewed.
Dispute: A lease can go into dispute if
holdover terms are unclear or
negotiations are in process.

Holdover Manage Amendments Active: If aleasein holdover statusis

Expire L amended so that the lease termination

P ease is more than 6 months into the future

Dispute Lease it can be set to active.

View Lease Abstract Dispute: A lease can go into dispute if
holdover terms are unclear or
negotiations are in process.

Dispute Manage Amendments Active: You can set the lease back to

Expire L active status when the disputeis

P ease resolved.

Resolve Dispute Expired: A lease can be expired if the

View Lease Abstract disputeisresolved.

Holdover: A lease can bein holdover
status only if it was previoudly in
holdover status and the disputeis
resolved.

Closed Manage Amendments None: No further processing allowed.

View Lease Abstract
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Page Name Definition Name Navigation Usage

Create New Lease - General | RE_LS GENERAL « Rea Edtate Select to create a payables

Information Management, L ease lease or receivables |ease.
Administration,

Payables L eases, Create
New Lease, General
Information

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Create New Lease,
General Information

* Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Genera Information

¢ Red Estate
Management, Lease
Administration,
Receivables L eases,
Maintain Lease,
Genera Information

Maintain Lease - General
Information

RE_LS GENERAL

¢ Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Genera Information

* Readl Estate
Management, Lease
Administration,
Receivables L eases,
Maintain Lease,
General Information

Select to maintain a
payableslease or a
receivables lease.

Property Search

RE_LS PPTY_SRCH

Click the Select Property
button on the Genera
Information page.

Search for and select
properties from a
hierarchical display to
associate with leases.
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Access the Create New Lease - General Information page (Real Estate Management, L ease Administration,
Payables Leases, Create New Lease, General Information).

eENEEN Bl | Einancial Terms || Clauses || Options and Critical Dates || Notes || Contacts

Action: | ..Choose Action...

v G°| Unit: US001 Status: Pending
Payables Lease: Lease Name: Lease Type: Landlord: Location: Region:
0000000400 New Lease Office Lease @, |Onsight Inc @, |Alameda

@, |Midwest Sales 1@,
The following errors were found when validating the lease:

|_—é Show Financial Terms page errors
@ Primary Property is required
@ Occupancy Dateis required

Lease Timetable Lease Administration
Commencement: | 10/05/2009 [5] Lease Term:

@,
Termination: 10/05/2011 [H] Remaining Term: 24 months Portfolio Manager: |KEHHETH Schurnacher @
Lease Signed: 10/0142008 EJ

Parent Lease: @,
Property Information

Unit of Measure: Square Feet | Change UOM | Prorata Share:

24 months

Lease Administrator: |Kenneth Schumacher

0.000000
| Select Property
Property List Customize | Find | B | 55 First £ 4 of 4 1 Last
Error Property Name Total Area Usable Area

Rentable Area Occupancy Date

ssooo s =

@ Corparate Headguarers Site

458,670.000 | 458,670.000

primary Property: [EE v

Combined Total Area: 458 670.000
Combined Usable Area: 458 670.000
Combined Rentable Area: 458 670.000

Lease

Created By: Kenneth Schumacher

Last Updated By: Kenneth Schumacher
Created On:  10/05/2009 6:58:18PM

Last Updated On:  10/05/2009 6:58:37FM

Create New Lease - General Information page

Note. This page displays an example of validation and/or activation errors the system detected. To view and
resolve the error, click the Go to Error link. Resolve by entering or replacing the values highlighted in red.

Lease Timetable

Commencement Select the lease start date. Any changes to this date after |ease activation requires
an amendment. Any financial term start date must not be before this date.
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Termination Select the lease end date. Any changes to this date after lease activation requires
an amendment. Any financial term end date must not be after this date.
L ease Signed Select the lease signed date. This date must occur on or before the
commencement date.
Lease Term Displays the total number of months for this lease.

Remaining Term Displays the number of months remaining on this lease.

Lease Administration

L ease Administrator Enter the individual who manages and administersthislease. The lease
administrators available in thislist are set up under Lease Administration User
Roles.

See Chapter 8, "Structuring Leases," Defining Role Types, page 101.

Portfolio Manager Select the manager of the lease administrator. Depending on your organization,
this role may be the same as the lease administrator. The portfolio managers
availablein thislist are set up under Lease Administration User Roles.

See Chapter 8, "Structuring Leases," Defining Role Types, page 101.

Parent Lease Select the lease number. If the value in the Lease Typefield is Sub Lease, select
the parent |ease number associated with the sub lease.

Note. If the lease type is sublease then you must enter the value, otherwiseit is
optional.

Property Information

Unit of Measure Displays the unit of measure (UOM) for the property. This value defaults from
business unit setup, but you can override it for a specific lease.

Change UOM (change  Click the button to change the unit of measure for the property. This toggles
unit of measure) between square feet and square meters.

Prorata Share Displays the proportion of the property that the tenant is occupying. Y ou can also
use thisfield to assist with calculating the share of operating expense for the
tenant, which you can enter on the Financial Terms page.

Select Property Click to access the Property Search page where you can search for and select
properties to associate with this lease. Y ou should enter the commencement and
termination dates before you select properties. The properties available for
selection on the |ease depends on these dates.
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The Property List grid lists the properties that you select on the Property Search page.

Total Area

Usable Area

Rentable Area

Occupancy Date

Primary Property

Combined Total Area
Combined Usable Area

Combined Rentable
Area

Displays the total size of the property, including all open and shared space. The
property information is stored in the Asset Repository.

Enter the usable size of the property. This does not include shared and open
space. This cannot be greater than the total area.

Enter the rentable size of the property for the lease. Thisfield controls what gets
billed or paid for this lease. This cannot be greater than the total area.

Enter the date which the property will be occupied.

Select the property address for this lease. Thisfield is used only for display
purposes when viewing alease.

Displays the total combined size of the properties listed on this lease.
Displays the total sum of combined usable size of the properties on this lease.

Displays the total sum of combined rentable size of the properties on this lease.

Defining Lease Financial Terms

154

This section provides an overview of the lease financial terms and discusses how to:

« Definefinancial terms.

* Addbaserent

« Add miscellaneous rent.

» Override accounting distributions.

We cover security deposit financial terms in the Setting Up Security Deposits chapter in this PeopleBook.

See Chapter 16, "Setting Up Security Deposits," page 273.

We cover operating expenses in the Setting Up Operating Expenses chapter in this PeopleBook.

See Chapter 14, "Setting Up Operating Expenses,” page 209.

We cover percent rent in the Setting Up and Calculating Percent Rent chapter in this PeopleBook.

See Chapter 15, "Setting Up and Calculating Percent Rent," page 235.
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Understanding Lease Financial Terms

Setting up the financial terms on aleaseis critical to the overall processing of the lease. Y ou can define the
billing or payment frequency of rent, operating expenses, and miscellaneous rent. Establish recurring
payments or invoices and specify the specific date that payments or invoices should be processed.

Y ou can establish rent escalations that increase at specific date intervals throughout the life cycle of the lease.
When adding base rent, you can set up arecurring invoice or payment. Y ou can create rent escalations using a
predefined index or standard stepped increase. The index escal ation method typically can use the Consumer
Price Index (CPI) or any other index to help determine the rent increase. Escalations usually occur on an
annual basis with an optional defined maximum limit capacity.

With operating expenses, you can set maximum increases by amount or percent. As atenant, you can audit
those expenses annually to ensure continuity of spending. As alandlord, you can reconcile the operating
expenses and bill or credit the difference to your tenants.

Y ou can aso set up arecurring schedule for miscellaneous rent. Recurring miscellaneous rent can include
such items as monthly parking fees, administrative fees, and storage fees. Y ou can establish arecurring
schedule to reduce data entry redundancy.

Y ou may have leases that are set up on a percent rent schedule, where the monthly rent is reduced in
exchange for a portion of the tenant's sales. With percent rent schedule, you can upload tenant sales reports to
determine the variable monthly rent the tenant pays.

See Chapter 15, "Setting Up and Calculating Percent Rent," page 235.

Proration Methods

PeopleSoft Real Estate Management enables you to calculate the prorated amount for recurring charges when
the start date or end date of the recurring charges do not coincide with the calendar period start date or end
date. PeopleSoft Real Estate Management supports two proration methods. 365 Days and 360 Days.

» 365 day proration:

This method is based on the number of daysin the calendar period, where the period can be weekly,
monthly, quarterly, or yearly.

« 360 day proration:

Thisisa 30 day month proration where the billing frequency can only be monthly with 30 daysin each
month.

The system applies these rules to the proration methods:
» The system uses the PeopleSoft calendar for all lease terms.

Y ou create calendars at the setID level by using the menu navigation Setup Financials/Supply Chain,
Common Definitions, Calendars/Schedules.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining Accounting Calendars.”
» The system uses the calendar to determine the start date and end date for the recurring transaction.

» The schedule and calendar frequencies must be the same.
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For example, if base rent starts on January 11, 2007, the calendar is monthly and the schedule for payment is
monthly (starting on the 15th each month). The term start date (January 11, 2007) does not correspond with
the calendar period start date (January 1, 2007). The system performs proration for a period of 21 days
(January 31 — January 11 = 21 days). The systems generates a bill for 21 days on January 15, 2007. At the
end of the lease term for that recurring rent, if the end date also does not correspond with the calendar, then
the system prorates the last payment.

The proration method applies to all recurring terms of the lease. The proration method defaults onto the lease
from the business unit setup and you can change the method when the lease is in pending status. After you
activate the lease, you must create an amendment to change the proration method.

When afinancial term is defined with an escalation, the system considers the escalation only when the
schedule date is greater than or equal to an escalation date. When cal culating the prorated amount at end date
of the financial term, the system first cal culates the term schedule amount including any escalation and
related boundaries, and then applies the proration ratio to deduct the prorated amount.

The calculation of the financial term schedul e dates and related amounts is essentially the same as for
activating anew term asit is for an amendment. The differenceis in assessing what constitutes the true start
date of the term. When an amendment is activated, the system finds the date of the last schedule generated to
the transaction queue, deletes all existing schedules whose date is greater than that last generated date, and if
the start date of the amended version of the term is greater than the end date of the calendar period for which
transactions are already generated, then the new schedule is generated exactly like for a new term with
possible application of the proration rule at term start date and term end date. If the start date of the amended
version of the term isless than the end date of the calendar period for which transactions are already
generated, the real start date of the amendment isthe first day after the calendar period for which transactions
are already generated schedule date greater than the last generated schedule date. Proration at start date is not
applied but proration for the end date may be applied. If both the start and end dates of the amended term are
prior to the last generated schedule date, then no new schedule is generated.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 11

Pages Used to Define Financial Terms

Creating and Maintaining Leases

Page Name Definition Name Navigation Usage

Create New Lease - RE_LS TERMS e Red Egtate Define lease financial

Financial Terms Management, L ease terms.
Administration,

Payables L eases, Create
New Lease, Financia
Terms

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Create New Lease,
Financial Terms

* Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Financial Terms

¢ Red Estate
Management, Lease
Administration,
Receivables L eases,
Maintain Lease,
Financial Terms

Financial Terms - Base
Rent Details

RE_LS TRM_SEC

Click the Add Base Rent
button on the Financial
Terms page.

Enter base rent details, rent
escalation, and escalation
schedules for the lease.

Financial Terms - Operating
Expense Details

RE_LS TRM_SEC

Click the Add Operating
Expense button on the
Financial Terms page.

Enter operating expense
details, select operating
expense categories, and
establish billing frequency.

Financial Terms -
Miscellaneous Rent Details

RE_LS TRM_SEC

Click the Add
Miscellaneous Rent button
on the Financia Terms

page.

Enter miscellaneous rent
details, rent escalations, and
escalation schedules for the
lease.

Financial Terms - Security
Deposit

RE_DEPOSIT_SEC

Click the Security Deposit
Details link on the Financial
Terms page.

Enter the security deposit
type, amount, and guarantor
for the lease.
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Page Name

Definition Name

Navigation

Usage

Financial Terms - Percent
Rent

RE_LS PCT RENT_SEC

Click the Percent Rent
Details link on the Financial
Terms page.

Enter the sales estimation
method, sales categories,
and breakpoints.

See Chapter 15, "Setting Up
and Calculating Percent
Rent," Understanding
Percent Rent Terms, page
235.

Accounting Distribution

RE_LS TRM_DST_SEC

* Click the Accounting
Distribution link on the
Base Rent Details page.

e Click the Accounting
Distribution link on the
Operating Expense
Details page.

e Click the Accounting
Distribution link on the
Miscellaneous Rent
Details page.

¢ Click the Accounting
Distribution link on the
Percent Rent Details

page.

e Click the Accounting
Distribution link on the
Security Deposit
Details page.

Override business unit
accounting distribution
values for the specific
financial terms. If the
financial term follows the
business unit default
accounting rule, this page
can be ignored.

Access the Create New Lease - Financial Terms page (Real Estate Management, Lease Administration,

Payables Leases, Create New Lease, Financial Terms).
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General Information Clauses Options and Critical Dates Motes Contacts

Action: | ...Choose Action... Vl Goj Unit: US004 Status: Pending
Payables Lease: Lease Name: Lease Type: Landlord: Location: Region:
0000000100 [New Lease [office Lease @, [onsight Inc @, [Alameda @, [Midwest Sales |3,

Lease Currency: UsD @ Proration Method: | 365 Days v|
Prorata Share: Reference: |
Combined Rentable Area 458 670.000 Square Feet Max Op. Ex. Increase/Year:
Current Est Monthly Payment:  0.00 & Amount: |
Current Estimated Cost: 0.00 () Percent:
[ Exclude Base Year Max Lease Rent Escalation:

Base Year: & Amount: |

Base Year Amount: | (3 Percent:

Add Base Rent || Add Operating Expense | Add Miscellaneous Rent Percent Rent Details Security Deposit Details
Schedule of Recurring Rent Customize | Find | BV | 3 Firet 1 4074 1 Last
Start Date End Date Rent Type Amount Currency Payee Frequency

(=]
Lease
Created By: Kenneth Schumacher Last Updated By: Kenneth Schumacher
Created On:  10/05/2009 6:58:18FM Last Updated On:  10/05/2009 6:58:18PM
Create New Lease - Financial Terms page
Financial Summary
Lease Currency Enter the lease currency for this lease. Invoices and payments are processed
using this base currency. The default currency comes from the business unit
level.
Warning! Thisfield cannot be changed after the lease is activated.
Prorata Share Enter the prorata share, which is a percentage indication of how much space the

tenant is occupying in the building. Prorata share can assist with calculation of
operating expenses and what share each tenant should bear. Thisfield is
informational only.

Combined Rentable Displays the total sum of the combined rentable size of the properties on this
Area lease. The information is calculated from the property information on the General
Information page.
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Current Est Monthly
Payment (current
estimated monthly

payment)

Exclude Base Y ear

Proration Method

Max Op.EXx.
Increase/Y ear (maximum
operating expenses
increase/year)

Max L ease Rent
Escalation

Add Base Rent

Add Operating Expense

Add Miscellaneous Rent

Percent Rent Details

Chapter 11

Displays the estimated monthly payment or invoice amount. The system
calculates the estimated monthly payment by totalling the amounts defined in the
Schedule of Recurring Billing and Schedule of Recurring Rent fields.

Select to indicate if operating expenses for a base year should not be charged.

Y ou can specify the base year and the base year amount to exclude. Thisis
informational only; these fields are used to record the base year exclusion terms
from your lease, but the system does not include these termsin the operating
expense reconciliation/audit processes.

Select from three available values: No Proration, 365 Days, or 360 Days. The
system popul ates these values by default from the business unit level, but you can
override them here. If you select 365 Days, then the system prorates the base rent
for the first and last transaction if the start and end dates do not match the
frequency start and end dates. The 365-Day method supports weekly, monthly,
quarterly and annual frequencies. The 360-Day method supports only monthly
frequency

See Chapter 5, "Establishing Real Estate M anagement Business Units and
Accounting Rules," Defining Real Estate Management Business Units, page 23.

Select Amount or Percent, and enter the maximum amount or percent that
operating expenses can increase per year.

Note. The Amount and Percent fields are used as a guideline and for information
only; there is no system processing behind them.

Select Amount or Percent, and enter the maximum amount or percent that the
rent can escalate over the life span of the lease. These options are for information
only, the system does not perform any processing based on these options.

See Chapter 19, "Processing Invoices for Receivables L eases," Understanding
the Transaction Generator, page 304.

Click to add base rent for the lease. Y ou must have at |east one base rent defined
before you can activate the lease.

Click to add operating expense details for the lease.

See Chapter 14, " Setting Up Operating Expenses,” Understanding Operating
Expenses, page 209.

Click to add miscellaneous rent details for the lease. Y ou must enter the rent
type, which appears on an invoice or payment.

Click thislink to enter percent rent details, such as sales categories and
breakpoint amounts.

See Chapter 15, "Setting Up and Calculating Percent Rent," page 235.
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Security Deposit Details Click thislink to enter security deposit details.

See Chapter 16, "Setting Up Security Deposits,” Setting Up Security Deposits,
page 274.

Schedule of Recurring Rent

Rent Type Displays the rent type for miscellaneous rent.

Note. Thisfield applies only to miscellaneous rent; otherwise, it is blank.

Amount Displays the current amount for the recurring payment or invoice.
Frequency Displays the recurring frequency for payment or invoice.

w Indicates that straightline accounting applies to the schedule or recurring rent for
the financial term row on which the icon appears.

au Indicates that a rent escalation applies to the schedule of recurring rent for the
financial term row on which the icon appears.

Adding Base Rent

Accessthe Financial Terms - Base Rent Details page (click the Add Base Rent button on the Financial Terms
page).
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Financial Terms 0000000100 - New Lease

Base Rent Details
Start Date: 10/05/2009 [5)
End Date: 10/05/2011 [5]

Payee: Onsight Inc @, Accounting Distribution

Amount: En] T Straightline Accounting
Schedule: @,

Frequency: Terms Calendar: Monthly OJ

Description: Ed

Reference;

4l *Escalation Type: | Mone ~| Go

Financial Terms - Base Rent Details page

Start Date Enter the date on which the base rent becomes effective. Y ou must enter a date
that occurs after the lease commencement date and before the end date. The
default date is the lease commencement date.

End Date Enter the date on which the base rent expires. Y ou must enter a date that occurs
after the start date and before the lease termination date. The default dateisthe
|ease termination date.

Payee Enter the entity who receives the rent payments. The default valueis the landlord
from the lease. This field appears for only payables |eases.

Payor Enter the entity who makes the rent payments. The default value is the tenant
from the lease. Thisfield appears for only receivables |eases.

Accounting Click thislink to access the Accounting Distributions page and override the

Distributions business unit accounting rules distributions.

Amount Enter the base rent amount that is charged periodically. Y ou cannot enter avalue
that isO.
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Schedule Select avalue to specify how frequently rent transactions are generated. If the
start and end date of the selected frequency differ from the start and end date of
the base rent transaction, the system can optionally calculate a prorated
transaction for the beginning and end of the term. The values that you have to
select from, such as Monthly and Weekly, come from the Schedule component.

See Chapter 11, "Creating and Maintaining Leases," Understanding General
Lease | nformation, page 146.

Terms Calendar Enter the terms calendar, which determines the start date and end date of billing
periods for the base rent. The calendar 1D from the business unit definition
appears by default. Y ou can override this value, but the frequency of the schedule
and terms calendar must be the same. Thisisarequired field.

Rent Escalation

PeopleSoft Real Estate Management enables you to establish alease with a base rent and rent escalations
using two different calculation methods: stepped or index. The stepped method refers to setting up static
increases in the rent at set dates, while the index method is based on the CPI or any other indexes that you
define. By selecting these fields, you can establish the maximum amount or percentage that the base rent can
escalate. Usually on amonthly basis, you can update the actual index values when the index reporting
authorities change the values, thus affecting the variable index escalation.

The system cal culates the escal ation starting with the base rent amount that is valid for the date the
calculation is being run. Then searches for any escalations on this base rent row. Then the system takes the
most recent non-future row based on the escalation date, which provides which index to use. Lastly, the base
rent amount is added to the percentage value of theindex (Base Rent + (Base Rent x Index)). If the escalation
(Base Rent x Index) exceeds the minimum and maximum specified for that row, then substitute those values
(use Minimum if it has not been reached, use Maximum if it has been exceeded).

Escalation Type Specify the escalation type for rent increases. The options are:

Index: Specifies rent increases based on a particular index. These increases are
variable and can change depending on the values established during product
related setup.

See Chapter 8, "Structuring Leases," Understanding Economic Index Values,
page 89.

See PeopleSoft Enterprise Global Options and Reports 9.1 PeopleBook,
"Processing Multiple Currencies," Defining Market Rates.

Sepped: Specifies afixed rent increase. Y ou can define multiple escalation
schedules monthly, quarterly, or annually for the duration of the lease.

Note. Thefieldsin the Rent Escalation Schedule grid vary based on your
selection.

Base I ndex Select the index to use as the first reference point for rent escal ations when using
the escalation type of Index. Thisindex compares the subsequent index values
entered in the escalation schedule.

Add Escalation Click to insert a new escalation schedule.
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Rent Escalation Schedule — Escalation Type: Index

When you select Index in the Escalation Type field, define the following fields:

Index Specify an alternate index to use in lieu of the base index.

Calc Method (calculation Select the calculation method for the rent escalation schedule. The available
method) methods are:

Base: Specifiesthis escalation schedule to use the base index as the calculation
method for the rent escalation. This method compares index values on the
escalation date and the start date of the lease term and applies the escalation
amount to the actual base rent amount.

Last: Specifiesthis escalation schedule to use the prior index defined on the
previous row. If there is no previous escalation row then it appliesit to the index
on term start date. This method compares index values on the escalation date and
the last (prior) escalation date and applies the escalation amount to the prior

escalated rent.
Minimum Amount Enter the minimum escalation amount for base rent.
Maximum Amount Enter the maximum escal ation amount for base rent.

Min Percent (minimum  Enter the minimum percentage escalation for the base rent.
percentage)

Max Per cent Enter the maximum percentage escal ation for the base rent.

Rent Escalation Schedule — Escalation Type: Stepped

The stepped method enables you to establish multiple rent escalations throughout the life cycle of the lease.
Y ou can insert multiple rows of data. Upon the new start date, the new rent amount becomes the effective
date. The escalation amount is added to the base rent upon the new start date; the escalation amount is not
cumulative.

For example, the base rent is $5000.00, and the stepped rent escalations for 5 yearsis set at $500.00 per year.
To set up the rent escalation schedule, you insert 5 rows: the first row escalation amount is $500.00; the
second row beginning the second year is $1000.00 (first year $500.00 + second year $500.00 = second year
escalation amount $1000.00); the third year, the amount is $1500.00; and so on (see table below).

Here's an example of a stepped rent escalation (base rent = $5000.00, rent increase $500.00 per year for 5
years):

Start Date Escalation Amount Base Rent
01/01/2001 $500.00 $5500.00
01/01/2002 $1000.00 $6000.00
01/01/2003 $1500.00 $6500.00

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Creating and Maintaining Leases

Chapter 11
Start Date Escalation Amount Base Rent
01/01/2004 $2000.00 $7000.00
01/01/2005 $2500.00 $7500.00

Warning! The Escalation Amount is not cumulative. Y ou must adjust the amount incrementally for every
year.

When you select Sepped in the Escalation Type field, define the following fields:

Rent Escalation
4l *Escalation Type: |Stepped  v|| Go

 Add Escalation

W
Customize | Find | B | ¥ First B q0r1 1 Last

Escalation Amount

El [=]

Start Date

Financial Terms - Base Rent Details - Rent Escalation: Stepped page

Escalation Amount Enter the fixed escalation amount for base rent.

Adding Miscellaneous Rent

Access the Financial Terms - Miscellaneous Rent Details page (click the Add Miscellaneous Rent button on
the Financial Terms page).
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Financial Terms 0000000100 - New Lease

Miscellaneous Rent Details
Start Date: 10/05/2009 [#]
End Date: 100052011 [5]

Payee: |Onsight Inc @, Accounting Distribution
Amount: | LIsSD L Straightline Accounting
Schedule: | @,

Frequency: Terms Calendar: WQ

Rent Type: | @,

Description: (E

Reference:; |

Rent Escalation
4ll *Escalation Type: |[None  |»| Go

Financial Terms - Miscellaneous Rent Details page

Many of the fields on the Miscellaneous Rent Details page are the same as the fields on the Base Rent Details
page This section contains the additional field.

Rent Type Enter the type of miscellaneous rent. Y ou can select from only active
miscellaneous rent types.

See Chapter 8, "Structuring Leases," Defining Miscellaneous Rent Types, page
86.

Overriding Accounting Distributions

Access the Accounting Distributions page for each financial term (Click the Accounting Distributions link on
the Base Rent Details, Operating Expense Details, Miscellaneous Details, Percent Rent Details or Security
Deposit Details pages.
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Financial Terms NEXT -

Base Rent Details - Accounting Distribution

This page is meant for overriding the default accounting rule setup atthe Business Unit. If the financial term is supposed to follow the
Business Unit default accounting rule, this page can be ignored.

O perc entage
O Area
C Amount

® None Use default accounting distribution for Business Unit

= Al 1

Debit'Credit Percentage GL Business Unit gz;r:ncy Account Alternate Account Department Sl:_li:rating Product Eir;de Eil::js Eroc

Debit 100.00 US001 usb 641100

< ¥
Ok Cancel Refresh

Base Rent Details — Accounting Distribution page

The Accounting Distribution pages for each of the financia terms are identical.

Thefields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit.

Distribute By Select either:

« Percentage: Select this value to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term.

« Amount: Select this value to change the accounting distribution by amount
for each financial term.

« None: Select this option to use the accounting distribution set up at the
business unit level.

Add Distribution This button appears if you select Percentage,Area or Amount for the distribute by
value.

Click this button to insert a new distribution row.

Delete Distribution This button appears if you select Percentage,Area or Amount for the distribute by
value.

Select arow and click this button to delete it from this page.

Select This checkbox appearsif you select Percentage,Areaor Amount for the distribute
by value.

This checkbox is used to delete the distribution rows. Users can select all the
distribution rows that they want to delete and click the Delete Distribution button
to delete them.
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Per centage Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.

Area Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.

Amount Thisfield appearsif you select Amountfor the distribute by value.
Enter the amount for this distribution line.

Valid Select this checkbox to validate this row.

Defining Lease Clauses

This section provides an overview of lease clauses, lists a prerequisite, and discusses how to define lease
clauses.

Understanding Lease Clauses

A lease agreement contains an enormous amount of datathat is relevant to the lease administrator, such as
financial terms, special clauses, options, and legal terms. Because of the numerous varieties of data, efficient
capture of these important terms is difficult.

Lease clauses typically represent legal terms in the lease agreement that provide certain rights to either the
tenant or the landlord. Y ou must keep this information easily accessible because you are likely to use it
frequently over the course of the lease. Although clauses are meant to capture all of your lease agreement
information not otherwise stored in the Lease Administration feature, there is no processing on any of the data
that you enter here. It is provided for reporting purposes. Changes to a clause or additional clauses on an
active lease require an amendment.

With lease clauses, you can select the clause types and clause sub types to capture and track this information
and enter additional related information in a free-form text field. Clause types and sub types enable you to
reduce data entry redundancy and also logically categorize the information that you capture. For example, if
you have a clause type of Parking and a clause sub type of Allocated Spaces, you can further define the
clause with the actual number of parking spaces allocated to the lease. Y ou can also incorporate specific
sections of alease in the Reference field for each clause that you enter, enabling quick reference to the actual
terms within alease.

Note. User defined fields appear on this page to capture additional information unique to your organization.
You must first set up these field in the setup component.

See Chapter 8, "Structuring Leases," Understanding User-Defined Fields, page 81.

Prerequisite

Before adding lease clauses, you must set up the clause types.
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See Chapter 8, "Structuring Leases," Defining Clause Types, page 91.

Pages Used to Define Lease Clauses

Page Name Definition Name Navigation Usage

Create New Lease - Clauses | RE_LS CLAUSES e Red Edate Define lease clauses.
Management, Lease
Administration,

Receivables | eases,
Create New Lease,
Clauses

e Red Edtate
Management, Lease
Administration,
Payables L eases, Create
New Lease, Clauses

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Maintain Lease,
Clauses

* Read Estate
Management, L ease
Administration,
Payables L eases,
Maintain Lease,
Clauses

Clause Details RE_LS CLAUSES SEC « ClicktheAdd Clause | Addor maintain lease

button on the Clauses | clauses.
page.

e Click thelink under
Clause Type on the
Clauses page.

Define Lease Clauses

Access the Clauses page (Real Estate Management, L ease Administration, Payables Leases, Create New
L ease, Clauses).
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General Information Financial Terms Options and Critical Dates Notes Contacts

Action: |..Choose Action... V| Go Unit: US001 Status: Pending
Payables Lease: Lease Name: Lease Type: Landlord: Location: Region:
0000000100 Mew Lease [office Lease @, [onsignt Inc @, [Alameda @, [Midwest Sales 13,
Add Clause

Customize | Find | B | # First £ 4081 0 Last

Clause

Track Compliance
> Type

Sub Type Description Reference
=
¥ User Defined Fields

Lease
Created By: Kenneth Schumacher Last Updated By:  Kenneth Schumacher
Created On:  10/05/2009 6:53:18PM Last Updated On:  10/05/2009 6:53:18PM

Create New Lease - Clauses page

Clause Type Click the link under Clause Type to display the clause details previously defined
in lease maintenance.

User Defined Fields Enter the data you want captured for reporting purposes. These fields are defined
during implementation to enable you to capture additional information specific to
your organization.

See Chapter 8, "Structuring Leases," Understanding User-Defined Fields, page
81.

Add Clause Details

170

Access the Clauses - Clause Details page (click the link under Clause Type on the Clauses page).
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Clauses 0000000082 - Lease prorata method

Clause Detalils
*Clause Type: | OQ
Clause Sub-type: | @,

*Description:

Reference: |

Compliance
(I Track Com pliance

Status: | Incomplete w | Deadline: E{J Ac[jon:| Matify Only v|

Clause
Created By: Last Updated By:
Created On: Last Updated On:

Clauses - Clause Details page

Clause Typeand Clause Enter the clause type and subtype. Y ou can select only the subtype associated
Subtype with the clause type that you define.

Note. The clause type and clause subtype has a parent-child relationship. You
cannot enter a clause subtype without first entering a clause type.

Track Compliance Select this checkbox to track the compliance of this clause.
Status Specify the status of this clause:
» Complete

e InProgress

» Incomplete

Deadline Enter the deadline for terms to be met.
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Action Select what action should be taken if terms are not met:
» Notify Only
» Notify and Dispute Lease

« Notify and Hold Transactions

Adding Notes and Attachments

Over thelife of alease, there may be many conversations and correspondences that relate to the lease. The
Notes tab within the lease provides a mechanism to record activity history on this lease, similar to acall log.
Y ou can record notes at anytime against alease, except when the leaseis cancelled or closed . When adding
notes, you can optionally attach files into the database. Y ou can use this feature to attach a soft copy of the
lease agreement itself, an amendment, and other related documentation. After you save a note, you cannot
amend it.

This section discusses how to add notes and attachments to a lease.

Pages Used to Add Notes and Attachments

172

Page Name Definition Name Navigation Usage

Create New Lease - Notes | RE_LS NOTES .  Rea Estate Add notes and attach
Management, L ease document files, such as
Administration, |etters, spreadsheets, or
Receivables Leases, drawings, or view or delete
Create New Lease, already attached files.
Notes

* Real Estate

Management, Lease
Administration,

Payables L eases, Create
New Lease, Notes

* Read Estate
Management, Lease
Administration,
Receivables | eases,
Maintain Lease, Notes

* Readl Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease, Notes
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Page Name Definition Name Navigation

Usage

Notes - Note Detail RE_LS NOTES SEC

¢ Click the Add Notes
button on the Notes

page.

¢ Click thelink under
Show Note Details on
the Notes page.

Enter anew note for alease
or view an existing note.

Add Notes and Attachments

Access the Notes page (Real Estate Management, Lease Administration, Payables L eases, Create New Lease,

Notes).
" General Information | Financial Terms Clauses QOptions and Critical Dates w Contacts
Action: | ...Choose Action... V| Go: Unit: US001 Status: Pending
Payables Lease: Lease Name: Lease Type: Landlord: Location: Reqgion:
0000000100 [New Lease [office Lease @, [onsight Inc @, [Alameda @, [Midwest Sales 13

Date Range From: EH  To [5]

w Search for Notes

Title: |is equal to ~|

Created By: | @,
Note Type: | User Entered Note |

: Search

Add Note

Customize | Find | BV | 3 Firat B q 011 T Last

Title Date Description Created By
(=l
Lease
Created By: Kenneth Schumacher Last Updated By: Kenneth Schumacher
Created On: 10/05/2009 658:18PM Last Updated On:  10/05/2009 6:58:18FM
Notes page
Search for Notes
Y ou can add new notes to alease or use the Search for Notes group box to locate a specific note already
recorded against thislease. Thisis because over the life of alease there is a chance that there could be
hundreds of notes recorded.
Note. Y ou cannot use the search fields when creating a new |ease.
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Date Range From and
To

Title

Created By

Note Type

Search

Notes Group Box

Chapter 11

Enter afrom date and a to date to search for alease note within the time range
defined.

Select from the list of values and enter afull or partial lease title in the adjacent
field to limit the volume of values returned. The values are:

Begins with: Select to search by the beginning of aleasetitle.
Contains. Select to search for aleasetitle that contains the text that you enter.
Isequal to: Select to search for the exact lease title that you enter.

Enter the name of the user whose note you want to view. Y ou can sort the notes
by user. For example, you can enter your name to search for notes that you
created.

Select the note type that you want to view. The values are:
All: Select to view all notes entered in the lease.

System Note: Indicates that the note are recorded automatically by the system,
such as when alease is auto-expired.

User Entered Note: Select to view notes that are user defined.

Click to search for notes matching the search criteriathat you entered in the
search fields.

Displays notes that you entered throughout the lease life cycle. Y ou can only view thelist of notes previously

created.

Date

Created By

Add Note Details

Displays the date that the note was created.

Displays the user name that created the lease note.

Access the Notes - Note Detail page (click the Add Notes button on the Notes page).

174
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MNotes

Note Detail

Note Details

0000000100 - New Lease

*Title; |

*Date: 11010512009

E

*Description;

El

Load Attachment

Created By:
Created On:

Last Updated By:
Last Updated On:

Notes - Note Detail page

L oad Attachment

Click this button to upload documents, letters, or drawings associated with this
note. Once an attachment is loaded you can deleteit or view it.

See Chapter 3, "Understanding PeopleSoft Real Estate Management
Implementation Issues,” Defining an FTP Server for Document Attachments,
page 10.

Reviewing Basic Lease Information

This section discusses how to review |eases.
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Pages Used to Review Basic Lease Inquiries

Page Name Definition Name Navigation Usage

Basic Lease Information RE_LEASE_INQ .  Red Estate Review basic lease
Management, L ease information such as lease
Administration, terms, lease administration,
Receivables Lease, and financial summary.
Lease Inquiry

* Rea Estate

Management, Lease
Administration,
Payables Lease, Lease
Inquiry

Reviewing Leases

Accessthe Basic Lease Information page (Real Estate Management, Lease Administration, Payables L ease,

Lease Inquiry).
Basic Lease Information
Lease Status:  Active
Lease Number Lease Name Lease Type Landlord Region Business Unit
0000000014 5000 Yellowstone Retail Location Western Life and  Western Sales Region US001
Farkway Annuity
Commencement: 04/01/2004 Lease Term: 240 months Lease Administrator: Smith,Jaﬂe
Termination: 02/31/2024  Remaining Term: 173 months Portfolio Manager: Kenneth Schurnacher
Lease Signed: 1M 442004
Financial Summary
Combined Rentable Area: 64 333 Square Feet Lease Currency: UsD
Prorata Share: 40.130000 Current Est Monthly Payment: 11928.62 USD
Max Op. Ex. Increase/Year:
Amount: 0.00 USD Current Est Annual Payment: 143143.44 USD
Max Lease Rent Escalation: Current Estimated Cost: 18542 UsSD
Amount: 0.00 U=D

Basic Lease Information page

This page provides asimple online inquiry of basic lease information for areviewing alease. Thisinquiry
page provides you with a summary of the lease terms and financial summary of that lease.
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Managing My Lease Portfolio

This section discusses how to manage my lease portfolio.

PeopleSoft Real Estate Management provides a personalized page for viewing all leases assigned to you, as
lease administrator or portfolio manager. Y ou can add additional |eases, not assigned to you, to your portfolio
by clicking on the Add to My Portfolio link.

Page Used to Manage My Lease Portfolio

Page Name

Definition Name

Navigation

Usage

My L ease Portfolio

RE_MYPRTFL

Real Estate Management,
Lease Administration, My
Lease Portfolio

Use to review or manage
your leases.

Add to My Lease Portfolio

RE_PRTFL_ADD

Click the Add to My Lease
Portfolio link on the My

Add additional leases, not
assigned to you, to your

L ease Portfolio page portfolio.

Managing My Lease Portfolio

Access My Lease Portfolio page (Real Estate Management, Lease Administration, Payables Lease, Lease
Inquiry).
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My Lease Portfolio

*Business Unit: @, Lease Type: | @,
Region: | Q@ Lease Humber: @,
Lease Administrator: | QQ Lease Name: | QQ.
Portfolio Manager: | @ Lease Status:
Search .~ ClearAll Add to My Lease Porifolio

~ Remove from My Lease Portfolio
SelectAll  [O|Clear All

Leaze Detailz [Z=7¥

Lease

Customize | Find | View Alll BV | # izt B 140 of 74 I Last

Business Unit Number Leaze Type Lease Hame Region Lease Status
[ FRAO1 0000000021  Retail Location SILRUE  estern Sales Region Active
[ FRAO1 0000000022 Retail Location ~ L2BQUEVANd Ingneast sales Active
] FRAD1 0000000023  Retail Location 277 Rue Cler |Midwest Sales Region | Active
[] FRAD 0000000024 Retail Location ~ 2F-2RUEDEI3 50, inem Sales Region  Active
5000
] usood 0000000025 Sublease Yellowstone |Western Sales Region Pending
F'EIFKWEE
My Lease Portfolio page
Add to My Lease Click to add additional leases to your portfolio. Y ou can add additional leases
Portfolio that are not assigned to you to your portfolio to help in managing workload for

the other lease administrators or portfolio managers.

Remove from My Lease Click to remove a selected lease from your portfolio.
Portfolio

Note. Y ou cannot remove alease from your portfolio if you are named the Lease
Administrator or Portfolio Manager on the lease.

Adding Leases to My Portfolio

Accessthe Add to My Portfolio page (click the Add to My Lease Portfolio link on the My L ease Portfolio
page).
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GoBacktoMy Lease  Click to go back to your lease portfolio page.
Portfolio
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Managing Straightline Accounting

This chapter provides an overview of straightline accounting and discusses how to:
« Generate straightline accounting schedules.

» Perform manua straightline adjustments.

« Post straightline accounting entries.

» View posted straightline accounting entries.

Understanding Straightline Accounting

The Financial Accounting Standards Board (FASB) controls the accounting standards in the United States for

financial statementsto be in accordance with Generally Accepted Accounting Principles (GAAP). FASB-13
states that the revenue (recurring rent) from operating leases must be recognized evenly (as a straightline)
over thelife of the lease.

GAAP states that accruals and deferrals must be recognized in the financial statements.

» Anaccrua isapositive difference when the system subtracts the actual rent from the straightline rent.

The system generates an accrual entry to debit the account for accrued/deferred rental income and credit
the account for rental revenue.

« A deferra is anegative difference when the system subtracts the actual rent from the straightline rent.

The system generates a deferral entry to debit the account for rental revenue and credit the account for
accrued/deferred rental income.

« The net sum of the accruals and deferrals over the life of the lease should be zero.

PeopleSoft Real Estate Management enables you to straightline recurring rent and operating expenses during
setup and also apply the straightline values and accrual or deferral into the general ledger. When an
amendment is created to adjust the term of the lease, you can make straightline adjustments to the unpaid
remaining periods of that lease. In the event of an early termination on alease, the accrual or deferral must be
written off during the termination period. A one-time adjustment is made to end the general ledger entry and
bal ance out the lease amounts for all paid periods.

This diagram provides an example of the straightline process flow during |ease maintenance:
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Lease Straightline

Maintenance Accounting

Define Straightline
Recurring > Recurring
Charges Charges

Adjust Straightline

T&Eg:te Entries
(optional)
Retire
E; nr:;itlz g Straightline
! Accounting
i MET, neral
Generate Bills Generate Genera

Y

Ledger Entries

Straightline accounting process flow for lease maintenance

To initiate the straightline accounting process for alease, you must:

Create or amend an operating lease with straightline accounting terms.

If you amend a lease for early termination, the accrual or deferral must be written off during the
termination period. A one-time adjustment is made to end the general ledger entry and balance out the
lease amounts for all paid periods.

Activate the |ease.

The system automatically generates the transaction schedule, which is the source information for both the
transaction generator and straightline accounting schedule generator.

Run the Straightline Schedule Generator Application Engine process (RE_FASB_GEN).

When you run this process, the system builds out the straightline schedule for the lease. The proposed
straightline amounts, actual billed amounts, and accrual or deferral amounts are listed for review.

The proposed straightline values are stored on a staging table and cannot take effect until the lease
administrator applies the values to the General Ledger. Thetotal straightline must balance out with the
total actual billed. The net accrual or deferral is equal to zero, if not the system generates an error.
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(Optional) Edit or perform manual adjustments.

Y ou can overwrite the straightline amount. The system provides an error message if the changed
straightline amount causes an out of balance between total actual rent and total straightline value.

Post straightline accounting entries to the General Ledger.

After reviewing the proposed straightline values, run Post Straightline Entries process to post straightline
entries to the journa staging table. General Ledger must run the Journal Generator process to post the
entries from the staging table.

Review posted entries to General Ledger.

After the entries are posted to the general ledger, you can view the posting status online.

Typically the straightline accounting process is performed as a part of the month-end close process. Y ou can
post straightline accounting on a monthly basis because the process of straightline operates only monthly. The
system can accept any frequency of recurring rent, such as monthly, quarterly, annually, however, the
straightline generator always bring straightline entries back to monthly. The system sums up the total of the
recurring rent term for that lease's entire life span, and dividing the total recurring rent term by the total
number of months.

Thistableillustrates the straightline process for recurring rent payments for alease:

Month Period Ratio Month Actual Rent
1 4667 Apr-03 (14 days only) $1,633.00
2 1 May-03 $3,000.00
3 1 Jun-03 $3,500.00
4 1 Jul-03 $3,500.00
5 1 Aug-03 $3,500.00
6 1 Sep-03 $3,500.00
7 1 Oct-03 $3,500.00
8 1 Nov-03 $6,000.00
9 1 Dec-03 $8,500.00
10 1 Jan-04 $4,000.00
11 1 Feb-04 $3,500.00
12 1 Mar-04 $3,500.00
13 1 Apr-04 $3,500.00
Total $51,133.00
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From the above schedule, the Actual Rent payment changes within the lease term. At this point, the system
must straightline the Actual Rent. The mathematical formulas are as follow:

1. Total Contract Rent Amount = Sum (Actual Rent Amount)

Total Contract Rent Amount = $51,133.00

2. LeasePeriod = Total Leased Days/Tota Daysin a Month.

In the above example, notice that only 14 days were leased in April-03; therefore, the period is .4667 =

14/30 days

3. Totd Periodsin the Lease = Sum (L ease Periods)

Total Periodsin the Lease = 12.4667

4. Straightline Amount = Total Rent Amount/Total Periodsin the Lease

Straightline Amount = $51,133.00 divided by 12.4667 = $4,101.58

5. Straightline Amount Per Period = Straightline Amount x Lease Period

Straightline Amount Per Period for Month 1 = $4,101.58 x .4667 = $1,914.07

6. Accruad or (Deferral) Per Period = Straightline Amount Per Period — Actual Rent Amount Per Period

For the month of April: $1,914.07 - $1,633 = $281.07 Accrual

For the month of November: $4,101.58 - $$3,500.00 = ($1,898.42) Deferral

For the month of December: $4,101.58 - $8,500.00 = ($4,398.42) Deferral

Thistableillustrates the recurring rent schedule where straightline cal culations have been performed:

Months Month Actual Rent Straight Line Per Difference
Period Accrual/(Deferral)
1 Apr-03 (14 days $1,633.00 $1,914.07 $281.07
only)

2 May-03 $3,000.00 $4,101.58 $1101.58

3 Jun-03 $3,500.00 $4,101.58 $601.58

4 Jul-03 $3,500.00 $4,101.58 $601.58

5 Aug-03 $3,500.00 $4,101.58 $601.58

6 Sep-03 $3,500.00 $4,101.58 $601.58

7 Oct-03 $3,500.00 $4,101.58 $601.58

8 Nov-03 $6,000.00 $4,101.58 ($1898.42)
9 Dec-03 $8,500.00 $4,101.58 ($4,398.42)
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Months Month Actual Rent Straight Line Per Difference
Period Accrual/(Deferral)
10 Jan-04 $4,000.00 $4,101.58 $101.58
11 Feb-04 $3,500.00 $4,101.58 $601.58
12 Mar-04 $3,500.00 $4,101.58 $601.58
13 Apr-04 $3,500.00 $4,101.58 $601.58
Total $51,133.00 $51,133.00 $0.00

Note. Free Rent — Where rent amount is zero (0) must be included in the straightline calculations. Zero rent

amounts must be reported and spread evenly across periods.

Prerequisites

Before you can use straightline accounting, you need to:

« [Establish areal estate management business unit.

«  Set up accounting rules for straightline accounting entries.

» Create an accounting entry template for posting to General Ledger.

» Create alease with financial terms that reguire straightline accounting processing.

Generating Straightline Accounting Schedules

This section lists the page used to generate straightline accounting schedul es.

After you create and activate alease with transactions for straightline accounting, you must run the Generate
Straightline Schedule Application Engine process (RE_FASB_GEN).

Warning! This process overwrites any manual adjustments made prior to the lease amendment.
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Page Used to Generate Straightline Accounting Schedule

Chapter 12

Page Name

Definition Name

Navigation

Usage

Generate Straightline
Schedule

RE_FASB_RUNCNTL

Real Estate Management,
Lease Administration,
Integrations, Generate
Straightline Schedule

Enter the run control
parameters to generate
straightline accounting
schedule for a business unit
or aspecific lease.

Performing Manual Straightline Adjustments

This section discusses how to:

Perform manual straightline adjustments.

Override accounting distributions.

Pages Used to Perform Manual Straightline Adjustments

Page Name

Definition Name

Navigation

Usage

Manual Straightline
Adjustments

RE_FASB_ADJUSTMENT

Real Estate Management,
Lease Administration,
Integrations, Manual
Straightline Adjustments

Review or adjust the
generated straightline
schedule. Y ou can
optionaly adjust the
straightline schedule prior
to posting to the general
ledger.

Accounting Distributions

RE_FASBADJ DST_SEC

Click the Accounting
Distributions link on the
Manual Straightline
Adjustments page.

Override the business unit
accounting rules by
percentage or area.

Manually Adjusting Straightline Accounting Entries
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Integrations, Manual Straightline Adjustments).

Accessthe Manual Straightline Adjustment page (Real Estate Management, Lease Administration,
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Manual Straightline Adjustment
Lease Number: 0000000014 MName: 5000 Yellowstone Parkway Transaction Group: Base Rent
Rentable Area: 64.333
] 4 0
. Period Actual Straightline Adjustment
Year Period Ratio Statuzs  Currency Amount Brmoe Accr | Defer Amount
FaY
2004 4 1.0000 Pending USD 10916.67 13863.80 204713
2004 5 1.0000 Pending USD 10916.67 13863.80 204713
2004 6 1.0000 Pending USD 10916.67 13863.80 204713
2004 7 1.0000 Pending USD 10916.67 13863.80 204713
2004 8 1.0000 Pending USD 10916.67 13863.80 2047.13
2004 9  1.0000 Pending USD 10916.67 13863.80 204713
2004 10 1.0000 Pending USD 10916.67 13863.80 2047.13
2004 11 1.0000 Pending USD 10916 67 13863.80 2947 13
2004 12 1.0000 Pending USD 10916.67 13863.80 204713
2005 1 1.0000 Pending USD 10916.67 13863.80 204713
2005 2 1.0000 Pending USD 10916 67 13863.80 2947 13
Manual Straightline Adjustment page (partial)
Note. Specific months posted to the general ledger are shown as display-only and cannot be adjusted.
Period Displays the accounting period that the straightline accrual or deferral isin.
Period Ratio Displays the period ratio. Thisisthe number of daysin alease period (to the total
number of days for the accounting period).
Status Displays the status of the of the transaction. Transactions posted to the general
ledger are display-only and cannot be modified.
Actual Amount Displays the actual monthly rent amount prior to the straightline process. This

amount is the recurring amount scheduled from the lease financial terms.

Straightline Amount Displays the calculated straightline amount. The calculation method is (Total
Lease Amount — Total Paid Amount) divided by (Sum of Unpaid Period Ratio).

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 187



Managing Straightline Accounting Chapter 12

Accr/Defer Displays the amount to be accrued or deferred in the general ledger. The amount
(Accrual/Deferral) isthe Actual Amount — Straightline Amount = Accrual or Deferral (negative
value).

Adjustment Amount Enter the amount to adjust the straightline value. The calculation method used is
(Total Paid Amount) divided by (Total Unpaid Period Ratio).

Calculate Click the button to recal cul ate the amounts after entering the adjustment amount.

Reset Click to return al values on the page back to the original values from the
database. This page can be used as a worksheet for what-if processing that you
might want to undo later. If you have not saved your changes to the database yet,
clicking on this button resets the values.

Accounting Distribution Click thislink to access the Accounting Distributions page and override to
override the business unit accounting rules.

Overriding Accounting Distributions

Access the Accounting Distributions page (Click the Accounting Distributions link on the Manual
Straightline Adjustment Page.)
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Manual Straightline Adjustment - Accounting Distribution

This page is meant for overriding the default accounting rule setup atthe Business Unit. Ifthe financial term is supposed to follow the
Business Unit default accounting rule, this page can be ignored.

O percentage
O Area
® None Use default accounting distribution for Business Unit

Accounting Distribution - Accrual customize | Find | ¥ | ¥ First K1 12072 I act
. . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Uniit Code Field Code Refe
Debit 100.00 Us001 usD 641200
Credit 100.00/US001 usD 641200
< A1 | =
Accounting Distribution - Deferral customize | Find | B8 | 3% First £ 42072 I Last
. . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit . Account Alternate Account Department Unit Errs Field - Refe
Debit 100.00 US001 usD 215000
Credit 100.00 /Us001 usD 215000
< it | >
A ing Distribution - tment el Eing B | 28 Firet K1 O, .
ccounting Adjus Customize | Find | ¥ | ## Firzt 51 4.2 of 2 &4 | ast
. . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Unit Code Field Code Refe
Debit 100.00 US001 usD 641200
Credit 100.00/US001 usD 641200

Manual Straightline Adjustment - Accounting Distribution page

If you want to keep the accounting distributions defined on the business unit, you can ignore this page.
The fields on this page differ based on the distribute by method chosen.

When you select Percentage or Area as the distribution method, the ChartField values become available for
edit.

Distribute By Chose a distribution method:

» Percentage: Select this value to update the accounting distributions by
percentage.

« Area Select this value to update the accounting distributions by area.

¢ None: Use the default accounting distribution for the business unit.

Add Distribution Click this button to insert anew row in the distribution lines.
This button appears only if you select Percentage or Area as the distribution
method.

Delete Distribution Select the Select checkbox and click this button to del ete the distribution row.

This button appears only if you select Percentage or Area as the distribution
method.
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Select This checkbox is used to delete the distribution rows. Users can select all the
distribution rows that they want to delete and then click the Delete Distribution(s)
button to delete them.

This checkbox appears only if you select Percentage or Area as the distribution
method.

Per centage Enter the percentage to apply to this distribution line. The total percentage for all
debit entries must equal 100 and the total percentage for all credit entries must be
100.

Thisfield appears only if you select Percentage as the distribution method.

Area Enter the area to apply to the distribution line.
Thisfield appears only if you select Area as the distribution method.

Valid This checkbox indicates whether the combination of ChartFields selected for the
distribution row is valid or not. The Combo Edit check is performed when you
exit the accounting distribution page. If the distribution line has avalid
combination, then the checkbox for that row will be checked. If there are
accounting distributions with invalid combinations, then an error will be
displayed when you exit the page, save the lease or activate the lease.

This checkbox appears only if you select Percentage or Area as the distribution
method.

Posting Straightline Entries

This section provides an overview of posting straightline accounting entries and discusses how to post
straightline entries.

Understanding Posting Straightline Entries

To post straightline entries to the journal staging table, you must run the Post Straightline Entries Application
Engine process (RE_STGL_POST). The posting process uses the general ledger journal template defined at
the Real Estate Management business unit setup and loads a Journal Generator staging table in preparation for
the Journal Generator process. Y ou can post only one period at atime. Once the posting process is compl ete,
the accounting entries are loaded into the Journal Generator staging table (RE_STLINE_GL). Y ou need to
run Journal Generator so the data can be posted into the general ledger.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Using Journal Generator,”
Understanding Journal Generator.
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Page Name Definition Name

Navigation

Usage

Post Straightline Entries RE_STGL_RUNCNTL

Real Estate Management,
Lease Administration,
Integrations, Post
Straightline Entries

Enter the run control
parameters and run the
processto insert data into
the journal interface tables
for the selected period.

Note. Y ou must run the
Journal Generator in
PeopleSoft General Ledger
to post the transactions to
the ledger.

Posting Straightline Entries

Access the Post Straightline Entries page (Real Estate Management, Lease Administration, Integrations, Post

Straightline Entries).

Post Etraightline Entries

Run Control ID: 1

*LA Business Unit:  [US001 @
*Accounting Date: =]
*Accounting Period: @,

Repord Manager FProcess Monitor Run

Lease Number;

*Fiscal Year: 3@,

Post Straightline Entries page

LA Business Unit (Lease Select the Real Estate business unit to post your transactions. If you do not select
Administration Business  abusiness unit, the system will process al business units.

Unit)

Accounting Date
date or the run date).

Fiscal Year

Select the date of the accounting entry recognized in the general ledger (system

Accounting Period

Select the fiscal year you want to post your transaction.

Select the accounting period (period in which transactions can be posted) of the
transactions you want to post to the journal staging table.
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Viewing Posted Straightline Accounting Entries

This section provides an overview of posted straightline accounting entries and discusses how to:

» View posted straightline accounting entries.

» Review straightline accounting journal entries.

Understanding Posted Straightline Accounting Entries

PeopleSoft Real Estate Management enables you to view all transactions posted to the RE_STLINE _GL
table, which is a staging table. When PeopleSoft General Ledger runs the Journal Generator process, the
system picks up the transactions on the RE_STLINE_GL table and sends the transactions to Peopl eSoft

Genera Ledger.

Although transactions are posted to the staging table, not all transactions are generated to the general ledger
until PeopleSoft General Ledger runs the Journal Generator process. Y ou can view the transaction status as
well asthe general ledger distribution status. The transaction status displays whether the transaction has been
picked up by the Journal Generator in PeopleSoft General Ledger and any outstanding transactions that is still
in pending status. Y ou can also view the accounting distribution information related to the transaction.

Pages Used to View Posted Straightline Accounting Entries

Page Name

Definition Name

Navigation

Usage

Posted Straightline
Accounting

RE_STGL_VIEW

Real Estate Management,
Lease Administration,
Integrations, Posted
Straightline Accounting,
Posted Straightline
Accounting

View transactions posted to
the staging tables and also
transactions posted to the
general ledger through the
Journal Generator.

Review Journal Entries

RE_GL_DRILL

Real Estate Management,
Lease Administration,
Integrations, Review
Journal Entries, Review
Journal Entries

Inquire about the details of
each journal entry after
you've run the Post
Straightline Entries process
and your accounting entries
have gone through the
Journal Generator process
and have posted to the
general ledger.

Journal Lines

JOURNAL_LN_FS

Click the GL Journal link
on the Review Journal
Entries page.

View the details of the
journal.
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Viewing Posted Straightline Accounting Entries

Access the Posted Straightline Accounting page (Real Estate Management, L ease Administration,
Integrations, Posted Straightline Accounting).

Posted Straightline Accounting

GL Distribution Status:
Journal 1D:
Search

* Required Field

Debit /
Credit
Indicator

Lease
Number

Accounting
Date

*Business Unit: US001 @, US001 MEW YORK OPERATIONS

Lease Number: Q,

Fiscal Year From: 2008/@, Fiscal Year To: 2009/@,
Accounting Period From: @, Accounting Period To: @,

ok

Fiscal

Accounting Journal Template
Year

Transaction Group Amount Currency Period Business Unit  GL Busine

Posted Straightline Accounting page

Fiscal Year From and
Fiscal Year To

Accounting Period From
and Accounting Period
To

GL Distribution Status
(general ledger
distribution status)

Journal ID
Debit/Credit I ndicator

Accounting Date

Amount

Journal Template
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Select the fiscal year range for transactions that you want to view. The Journal
Generator process populates the fiscal year after it distributes the accounting
entry to agenera ledger journal based on the journal date.

Enter the range for the accounting period you want to view. The Journal
Generator process populates the accounting period after it distributes the
accounting entry to ageneral ledger journal based on the journal date.

Select the status of transaction you want to view. Vaues are:

Creating Journals, Distributed, Generated, Hold, Ignored, Modified, None, and
To Be Processed.

Enter thejournal ID for the entries that you want to view.
Displays whether the transaction is a debit or a credit.

Displays the date of the accounting entry recognized in general ledger (system
date or the run date).

Displays the transaction currency amount (straightlined amount from the lease).

Displays the journal generator template ID. Identifies the journal defaults and
summarization options for the accounting entry.
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GL Business Unit
(genera ledger business
unit)

Distribution Status
Journal ID

GL Journal Line
Number (general ledger

journal line number)

Journal Date

Journal Line Reference

Journal Line
Description

Chapter 12

Displays the general ledger business unit for the entry.

Displays the status of the straightline entry.

Displaysthe journal ID which is populated by the Journal Generator process after
it distributes the accounting entry to a general ledger journal.

Displays the general ledger journal line number which is populated by the
Journal Generator process after it distributes the accounting entry to a general
ledger journal.

Displaysthe journal date which is populated by the Journal Generator process
after it distributes the accounting entry to a general ledger journal.

Displaysthe journal line reference used to track the source of the transaction.
Thisreference line is populated by the Journal Generator after distribution of the
accounting entries to a general ledger.

Displays the description populated by the Journal Generator after distribution of
the accounting entry to ageneral ledger journal.

See PeopleSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining and Using ChartFields,”
Understanding PeopleSoft Enterprise ChartFields.

Reviewing Straightline Accounting Journal Entries

194

Access the Review Journa Entries page (Rea Estate Management, L ease Administration, Integrations,

Review Journal Entries).
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Review Journal Entries

Business Unit  US001 Journal 0000000043 Date 04/30/2006
Ledger LOCAL Line 3 Line Descr GL Journal

o5
Customize | Find | View All| H | #E First L4 10f1 ] Last

Account Oper Unit Fund Dept Program Class Bud Ref Product PC Bus Unit Project Activity Analysis Type
215000

] 1] | ]
Base Currency USD  Base Amount DR 0.00 Base AmountCR 55.00  Statistics Code

Currency USD  Transaction Amount DR 0.00 Transaction Amount CR 55.00  Statistic Amount

s
Customize | Find | View A0 ] El | ®# First 4] 10f1 ] Last

[t = =W Lease Information

Lease Number Lease Name Transaction Group Amount C
0000000030 Space 1021 - 56 Second Street Miscellaneous Rent -55.00/U
< Al >

Review Journal Entries page

Unit Displays the general ledger business unit.

Journal Displays the general ledger journal ID.

Line Descr (line Displaysthe journal line description, if you entered a line description when you
description) created theline.

GL Journal Click to access the Journal Lines page to view the details of the journal for this

accounting line.

Statistic Amount and Displays the statistical amount and statistical code if you created statistical
Stat entries for the line.

Base Amount DR (base  Displays the debit or credit amount for the journal in the base currency of the
amount debit) or Base ledger.

Amount CR (base

amount credit)

Transaction Amount DR Displays the debit or credit amount in the transaction currency.
(transaction debit amount)

or Transaction Amount

CR (transaction credit

amount)

L ease Number Click to access the Posted Straightline Accounting page on which you can view
the transactions posted to the general ledger for thislease.
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Amending Leases

This chapter provides overviews of |lease amendments and amendment status and discusses how to work with
amendments.

Understanding Lease Amendments

A lease amendment is any change made to an active lease for which you alter the fundamental obligations and
entitlements of the lease; that is, you change or add to the lease values that you specified in the Maintain

L ease component. Use the Management Amendment feature to amend alease. Before you create an
amendment to alease, you must first understand the difference between maintaining and amending a lease.

Maintaining Leases

Maintaining alease consists of changing certain fields on an active lease—such as |ease hame, lease

administrator or portfolio manager, and options and critical dates notifications—without an amendment. Any
changes that do not affect the fundamental obligations and entitlement of the lease can be made through the
Maintain Lease component.

Amending Leases

Fields that require an amendment can be edited only through the amendment pages. The edits that you can
make through amendment processing include changing the landlord or tenant, |ease timetable, property list,
financia terms, clauses, and so on. Y ou can amend the details of the lease aslong as an amendment isin
pending status. Before you can create an amendment, the lease must be in active or holdover status. Y ou can
create a new amendment or retrieve an existing pending amendment to edit, activate, or delete.

To amend alease, select Manage Amendments in the Action field. The Action field appears on all pages
within the Maintain Lease component. Y ou must enter the amendment details that include the amendment
type and reason. After you save the details, you can amend the lease. The system allows you to modify fields
on these pages: General Information - Editing Pending Amendment, Financial Terms - Editing Pending
Amendment, and Clauses - Editing Pending Amendment in the Amend L ease component. When you save the
amendment, the system saves the new datain separate amendment tables and assigns an amendment number
to the amendment. Just one amendment can be in pending status at atime.

L ease amendments do not affect the originating active lease until the amendment is processed, reviewed, and
activated because the amendment processing and review can potentially take a significant amount of time. As
aresult, an amendment should not affect the normal processing of an existing active lease until you activate
it. When you activate an amendment, the system sets the amendment status to active, and the values that you
specified for that amendment become the current active lease values.
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Y ou can review current or previously replaced amendments on the Amendments - Amendment History page.
For example, when you amend a lease with multiple amendments, you can view a change log to see what
terms were changed on a particular amendment. This log summarizes the changes by the lease sections and
displays the original values and the new revised values.

Understanding Amendment Status

198

The amendment status controls when you can enter datainto the system for an amendment, when the system
can process an amendment, and when an amendment becomes active. These are the status values for an
amendment:

Pending: Default status when you first create an amendment.

Y ou can edit many fields on alease for amendment processing. A lease can have only one pending
amendment at any given time. Y ou can edit and save pending amendments until you activate or delete the
amendment.

Active: The system processes only active amendments.

After you activate an amendment, the system incorporates the changes that you specified within that
amendment to the lease. The system sets the status of any previous active amendment to Replaced
because this new active lease is the latest record. When you activate the amendment, the system also
validates the amendment to ensure that al required fields are popul ated.

Replaced: After you activate an amendment, the system changes the existing active amendment status to
Replaced.

Note. When the amendment status is Replaced, you can no longer edit that amendment.

Amendment Status Flow

This diagram shows the flow between amendment status values and the functionality for each value:
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Lease
Status = Active or
Holdover

A J

Create
Amendment #1
Status = Pending

Y

Edit and Activate
Amendment #1 —
Status = Active

Amendment #1
Status = Active

Y

Create
Amendment #2
Status = Pending

Y

Edit and Activate
Amendment #2
Status = Active

Amendment #1
Status = Replace

Status flow for lease amendments

Amending Leases

Prerequisites

Y ou must have alease in Active or Holdover statusin the system before you can create an amendment.

Working with Amendments

This section discusses how to:
» Manage amendments.

« Add lease amendments.

« Amend lease details.

+ Review amendment details.
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Pages Used to Work with Amendments
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Page Name Definition Name Navigation Usage

Maintain Lease - General RE LS GENERAL « Red Estate Create or edit an

Information Management, L ease amendment by selecting
Administration, Manage Amendmentsin the
Payables Lease, Action field on any page

Maintain Lease,
General Information

* Red Estate
Management, Lease
Administration,
Receivables Lease,
Maintain Lease,
General Information

within the Maintain Lease
component.

Amendments - Amendment
History

RE_LS AMND_SUMM

* Read Estate
Management, Lease
Administration,
Payables L ease,
Maintain Lease,
Genera Information

Select Manage
Amendments from the
Action field on any
page within the
Maintain Lease
component and click
the Go button.

* Red Estate
Management, Lease
Administration,
Receivables Lease,
Maintain Lease,
General Information

Select Manage
Amendments from the
Action field on any
page within the
Maintain Lease
component and click
the Go button.

Add, edit, or view
amendment summary and
history. View alist of all
amendments made to a
lease by clicking on the
amendment number link to
navigate to the details of
those amendments.
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Page Name

Definition Name

Navigation

Usage

Amendments - Edit
Amendment Details

RE_LS AMND_DTL_SEC

¢ Click the Add button on
the Amendments -
Amendment History

page.

¢ Click an amendment
number for a pending
amendment on the
Amendments -
Amendment History

page.

Enter the amendment
details.

Amend Leases - General
Information - Editing
Pending Amendment

RE_LSA_GENERAL

¢ Click the Continue
button on the
Amendment - Edit
Amendment Details

page.

¢ Click the Edit button on
the Amendment -
Amendment History
page for a pending
amendment.

Edit the valuesin the lease
sections on all pages of the
Amend L eases component.

Amendments - Review
Amendment Details

RE_LS AMND_DTL_SEC

Click an amendment
number for active or
replaced amendments on the
Amendment - Amendment
History page.

View detailed changes of an
amendment. Displays the
changes by lease section
with current and previous
values on the lease.

Managing Amendments

Access the Amendments - Amendment History page (select Manage Amendments from the Action field on
any page within the Maintain Lease component and click the Go button).
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Add

Amendment

1

[[§%]

[L4%]

Lease

Amendments

Amendment History

Amendment Type

Properies on Leases have been
changed

Financial Terms Update

Correction

Created By: Theresa Monroe
Created On:  07/07/2006 2:46:234M

Eeturn to Maintain Lease

0000000011 - 9499 Sheridan Avenue

B 4] 0
Reason Status Activation Date

Mew property added to

Replaced 06/07/2006 9:56FPM
lease

Adjusted Base Rent Amount Replaced 06/09/2006 3:54AM

Data Entry Error Active 070712006 2:46AM

Last Updated By: Theresa Monroe
Last Updated On:  07/07/2006 2:46:26AM

Amendments - Amendment History page

Add

Amendment

Edit

Activate

Delete

202

Click to access the Amendments - Edit Amendment Details page on which you
can enter details and save a new amendment. The Add button appears only if you
do not have an existing pending amendment.

Displays the amendment number for this lease.

For active and replaced amendments, click the amendment number link to access
the Amendments - Review Amendment Details page on which you can view a
summary of the changesto the lease for that particular anendment.

For pending amendments, click the amendment number link to access the
Amendments - Edit Amendment Details page on which you can change the
details of the amendment.

Click to access the Amend L ease component to amend the lease details. The Edit
button appears only for pending amendments.

Click to activate the amendment. The system validates the amendment for errors.
Y ou must correct all of the errors before you can activate the amendment. The
Activate button appears only for pending amendments.

Click to delete the amendment. The Delete button appears only for pending

amendments.

Note. Y ou cannot delete active or replaced amendments.
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Adding Lease Amendments

Access the Amendments - Edit Amendment Details page (click the Add button on the Amendments -
Amendment History page).

Amendments 0000000011 - 9489 Sheridan Avenue

Edit Amendment Details
4] |

Amendment; 4

gy

Amendment Type:

Reason: OJ

Hote: EL

Status: Fending

Activation Date;

Amendment
Created By: Last Updated By:

Created On: Last Updated On:

Caontinue Cancel

Amendments - Edit Amendment Details page

Amendment Displays the amendment number. The system increments the number by one for
each new amendment.

Amendment Type Select the amendment type to categorize your amendments for reporting. Thisis
arequired field. Y ou can select only amendment types that are active as of the
effective date on the amendment type.

See Chapter 8, "Structuring Leases," Defining Amendment Types, page 78.

Reason Select the amendment reason to further categorize your amendments for
reporting. Thisisarequired field.

Note. The amendment type and reason have a parent-child relationship.

Status Displays the status of this amendment.

Activation Date Displays the date you activated the amendment.
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Continue Click to save the amendment. The system automatically transfers you to the
Maintain Lease component where you can edit the values that need to be
amended in each |ease section.

Cancel Click to exit the page without applying any of the changes that you may have
made. The system displays the Amendment Summary page.

Activate Click to activate the amendment. The system validates the data in the amendment
before it activates the amendment.

Amending Lease Details

204

Click the Edit button on the Amendments - Amendment History page or click Continue on the Amendments -
Edit Amendments page to access the Amend L eases component to create the lease amendment. Y ou can
modify the General Information, Financial Terms, and Clauses pages.

Amend Leases - General Information page - Editing Pending Amendment

Y ou can change these fields when the amendment status is Pending:

« Landlord or Tenant and Location.

Note. If you change the landlord or tenant, the system provides you with the option to change the payor or
payee information for al financial terms to the new landlord or tenant.

« Commencement and Termination
» Lease Signed Date
» Property Information

Y ou can add new properties, delete properties, change existing properties, or select a new primary
property. For each property, you can change these fields:

« Usable Area
¢« Rentable Area

»  Occupancy Date

Note. Y ou can edit certain fields on an active lease without an amendment, such as L ease Administrator or
Portfolio Manager. Y ou must access the amendment pages to change any fields that require an amendment.

Amend Leases - Financial Terms page - Editing Pending Amendment

Y ou can change these fields only when the amendment status is Pending:

« Prorata Share.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 13

Amending Leases

Exclude Base Year.

+ BaseYear

» BaseYear Amount

Max Op. Ex. Increase/Y ear (maximum operating expense increase per year).
* Amount

» Percent

Max Lease Rent Escalation.

«  Amount
e Percent
Add Base Rent button.

Add Operating Expense button.
Add Miscellaneous Rent button.

Financial Term links in the Schedule of Recurring Rent grid.

Note. You must click one of the financial term links to access the Financia Terms - Base Rent,
Miscellaneous Rent, or Operating Expense Details pages to update the financial term details. If you
change the payee or payor on one of these pages, then the system creates invoices or vouchers for the new
payee or payor for all of the future transactions that have not be transferred to the transaction queue for
approval. The transactions which are already generated in the transaction queue will not be affected by
lease amendments.

Percent Rent Details link.

Note. If you change the payee or payor for the percent rent terms, then the system uses the new payee or
payor for al of the pending sales reports and all of the new pending sales reports.

See Chapter 15, "Setting Up and Calculating Percent Rent," page 235.

Security Deposit Details link.

Note. If you change the payee or payor for the security deposit terms, then the system uses the new payee
or payor to process refunds.

Note. Y ou can change al of the fields on the financial terms pages that you access from this page while the
amendment status is Pending.

Amend Leases - Clauses page - Editing Pending Amendment

Y ou can change these fields on this page when the amendment status is Pending:

Add Clause button.

Delete Clause icon.
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» Clause detailsin the Clauses grid.

Note. Y ou must click one of the clause type links to access the Clauses - Clause Details page to update
the clause details.

Reviewing Amendment Details

Access the Amendments - Review Amendment Details page (click an amendment number for active or
replaced amendments on the Amendment - Amendment History page).
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Amendments 0000000011 - 9499 Sheridan Avenue

Review Amendment Details

Amendment Summary find Frsi 1 10f3 ] Last

Amendment: 1

Amendment Type: Properies on Leases have been changed
Reason: MNew property added to lease

Note:

Status: Replaced

Activation Date: 06/07/2006 9.56PM

B, =t
Customize | Find | B | % First EI 410 of 10 I Last

Lease Section From Value To Value

=l General Information

FPrimary Property i] 68

Total Property Area 13,450.000 2800.000
Rentable Area 13,450.000 800.000
Usable Area 13,450.000 800.000

Lease Property-52
Lease Property-68
Financial Terms-1
Operating Expenses-2

Sales Category-1

Amendment
Created By: Theresa Monroe Last Updated By: Theresa Monroe
Created On:  06/07/2006 9:54:20FPM Last Updated On:  06/07/2006 9:56:04FPM

Amendments - Review Amendment Details page

Change Log

L ease Section Displays the lease section where the terms were amended. Y ou can expand and
collapse the sections to view additional fields within that section.

From Value Displays the original value of the |ease before the amendment.

ToValue Displays the amended value that replaced the original value.

Amendment History Click to return to the Amendments - Amendment History page.
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Chapter 14
Setting Up Operating Expenses

This chapter provides an overview of operating expenses, lists prerequisites, and discusses how to:
» Establish operating expenses for alease.
» Perform operating expense audits for payables leases.

» Reconcile operating expenses for receivables |eases.

Understanding Operating Expenses

The cost of maintaining a property or a building, commonly referred to as Common Area Maintenance
(CAM) or operating expenses, istypically considered a shared expense between alandlord and a tenant.
These expenses can include utilities, taxes, insurance, maintenance, cleaning, advertising, and promotions.
The actual expenses are normally based on the percentage of the space that is occupied (pro rata share) and is
detailed in the actual lease. The PeopleSoft Real Estate Management system enables you to set up recurring
invoices or payments for estimated operating expense charges and a so perform end-of-year audits and
reconciliation for those shared expenses.

Typically, on an annual basis, the landlord breaks down all estimated operating expenses for the year and
passes those charges through to the tenants on a monthly basis based on how much of the building that they
are occupying. Since the monthly amount that isinvoiced or paid is based on an estimate, the system tracks
all invoices and payments that are made. At the end of the year, the landlord reconciles the estimated
expenses with actual costs. A credit isissued to the tenant for overpayment or an invoice for underpayment.
After the reconciliation is complete, the landlord uses that data to better estimate the upcoming year's
expenses and provide a new budget and estimated bill amount. Tenants can hold CAM audits in situations
where they believe that the costs are inaccurate or if they just want to verify the estimates against actuals.

Understanding Catch Up Payments

Catch up payments are the adjustment payment for the first months of the new year. Catch up payments are
the difference between the estimated payment amount paid to date in a new lease year (which has been paid at
the prior year estimated payment amount) and the amount due per the new estimated payment amount. It may
be possible for this to be a negative number, which would be treated as a credit. During the revision of the
annual expenses through an amendment, the catch up amount should be recorded at the category level. This
catch up payment will be added to the first transaction that will be sent to the transaction queue after the
amendment is activated.
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Prerequisites

Before you can set up operating expenses, you must:

1

2
3
4.
5

Set up the routing code.

. Set up the operating expense categories.

. Associate the routing code with the operating expense categories.

Add accounting rules for those operating expense categories/routing codes.

Define the Prorata Basis.

See Chapter 8, "Structuring Leases," Understanding Operating Expense Categories, page 85.

Establishing Operating Expenses for a Lease

210

This section discusses how to:

Establish operating expense details.
Establish prorata share details.
Enter cap/minimum details.

Approve operating expenses.
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Pages Used to Establish Operating Expenses for a Lease

Setting Up Operating Expenses

Page Name Definition Name Navigation Usage

Financial Terms- Operating [ RE_LS TRM_SEC « Red Estate Define an operating expense

Expenses Details page Management, L ease for the lease. When you
Administration, establish your operating

Payables L eases, Create
New Lease, Financia
Terms

Click the Add
Operating Expense
button.

* Readl Estate
Management, Lease
Administration,
Receivables L eases,
Create New Lease,
Financial Terms

Click the Add
Operating Expense
button.

* Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Financial Terms

Click the Add
Operating Expense
button.

* Red Estate
M anagement,
Receivables L eases,
Maintain Lease,
Financial Terms

Click the Add
Operating Expense
button.

expense details, you can set
up categories and minimum
and maximum amounts for

that operating expense.

Accounting Distributions

RE_LS TRM_DST_SEC

Click the Accounting
Distributions link on the
Financial Terms - Operating
Expenses Details page.

Override the accounting
distributions defined at the
business unit level.
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Page Name Definition Name Navigation Usage

Prorata Share Basis RE_LS PRTA_SEC e Real Estate Use this page to enter
Management, L ease prorata basis information
Administration, for this operating expense.
Payables L eases,

Maintain Lease,
Financial Terms

* Clickthe Add
Operating Expense
button.

Click the Prorata

Note. Thislink isavailable
only if you select Gross
Leasable Area,Occupied
area, or Occupied Area with
Floor asthe Prorata Share
Basis.

Detailslink.

Caps/Minimum Details RE_LS OPX_CAP_SEC e Real Estate Use this page to enter caps
Management, L ease detail information for this
Administration, operating expense.
Payables L eases,

Maintain Lease,
Financial Terms

* Clickthe Add
Operating Expense
button.

Click the Caps Details
link.

Note. Thislink isavailable
only if you select Apply as
the CAP/MIN.

Operating Expense
Approval

RE_LS OPX_APP

Select atask item from your
worklist.

Approve operating expenses
that exceed tolerances.

Access the Financial Terms - Operating Expenses Details page (click the Add Operating Expense button on

the Financial Terms page).
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Financial Terms 0000000029 - Space 1013 - 56 Second Street

Operating Expense Details

Start Date: 01/0172000 Agreement Number:

End Date: 12/31/2015

Payee: East Bay Travel Accounting Distribution

Reference:

Operating Expense Details

Prorata Share Method: Mone

Admin Fee Method: Mone CAPIMIN: Mone

Admin Fee Percentage: Exp. Gross Up
Exclude Base Year Gross Up Percentage:
Base Year: Gross Up Method:
Base Year Amount:

Base Year Gross Up Percent:

Customize | Find | BV | ¥ Firet 1 4 of 4 0 (st

Total
Operating Expense Estimated Amount Min Amount Max Amount Administration Straightline
Fee
Common Area Maintenance 1500.00 1000.00 2000.00 100.00
Total Estimated Payment: 1500.00 UsSD
Schedule: End of Month
Freguency: Monthly Terms Calendar: Monthly
Anticipated Process Date: 10031/2009
Financial Terms - Operating Expense page
Start Date Enter the begin date for the operating expense. The start date must occur on or

after the lease start date. The system uses the |ease start date as the defaullt.

End Date Enter the end date for the operating expense. The end date should occur on or
before the lease termination date. The system uses the lease end date as the
default.

Payee Enter the entity who receives the operating expense payments. The default value

isthe landlord from the lease. This field appears only for operating expenses that
are associated with payables |eases.

Payor Enter the entity who is responsible to make the operating expense payments. The
default valueis the tenant from the lease. This field appears only for operating
expenses that are associated with receivables leases.

Accounting Distribution Click thislink to access the Accounting Distribution page and to override the
operating expense details accounting distribution rules defined at the business
unit level.

Add ExpenseLine Click to add a new row to the Operating Expense Categories grid.
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Operating Expense Details

Prorata Share Method

Prorata Details

Admin Fee Method
(administration fee
method)

Admin Fee Percentage
(administration fee
percentage)

Exclude Base Y ear

Base Y ear

Base Year Amount

Thisisthe basis on which the tenant's share of expensesis calculated. Generally,
it represents the ratio of the area of the tenant's premises to that of the building or
property as awhole, or an appropriate part thereof. Select either:

» Fixed Percentage: Select thisvalueif the tenant's prorata basisis stated in the
lease as a percentage.

e Gross Leasable Area: Select thisvalueif the tenant's prorata basisis
calculated as aratio of the tenant area over the total area, whether the tenant
occupied the entire area or not.

« None

e Occupied Area: Select thisvalueif the tenant's prorata basisis calculated as
the ratio of the tenant area over the occupied area.

« Occupied Area with Floor: Select thisvalue if the tenant's prorata basisis
calculated as the ratio of the tenant area over the greater of the occupied area
or the floor area. The floor is usually expressed in the lease as an occupancy
percentage, which is multiplied times the gross |easabl e area and then
compared to the occupied area.

Click thislink to access the Prorate Share Details - Basis page.

Thislink isonly available if you select Gross Leasable Area, Occupied Area,or
Occupied Area with Floor as the Prorata Share Method.

Choose either:

e Accrual Method: The administration fee will be charged as a percentage of
landlord's overall expenses.

« Amount: The administration fee will be charged as fixed amount for an
expense category.

« Cash Method: The administration fee will be charged as a percentage of
expenses paid by tenant.

« None

Enter the admin fee percentage

Select this check box to exclude a base year. The base year fields are
informational only.

Enter the year to be used as the base year. If you select Exclude Base Y ear, then
you must enter a base year.

Enter the amount to be used for the base year. If you select Exclude Base Y ear,
then you must enter a base year amount.
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Base Year GrossUp
Per cent

Cap/Min

Caps Detail

Exp. Gross Up(expense
gross up)

Gross Up Percent

Gross Up Method

Expense Categories

Operating Expense

Estimated Amount

Min Amount (minimum
amount)

Max Amount (maximum
amount)

Administration Fee

Setting Up Operating Expenses

Enter the base year gross up percentage. If you select Exclude Base Y ear, then
you must enter a base year gross up percent.

« AlertsIf thisoption is selected, then the Caps/Min calculation is not applied.
The maximum amount defined at the category level will be used to validate
the actual amount and an alert will be displayed in the worksheet against the
category if the actual amount is greater than the maximum for the category.

» Apply: Select this value to apply caps and minimumsto this operating
expense.

« None

Click thislink to access the Caps/Minimum Details page. Thislink appears only
if Apply is selected as the Cap/Min value.

Select this check box to enable expense gross up.

Enter the gross up percentage to be applied to this operating expense.

Select either:

« Method A: If the actual occupancy is more than gross up percentage specified
on the lease, then the expenses will be grossed up to 100 percent occupancy
level.

« Method B: If the actual occupancy is more than the gross up percentage
specified on the lease, then the expenses will not be grossed up.

Enter or select the operating expense category for recoverable shared expenses.
Y ou can select from only active operating expense categories.

See Chapter 8, "Structuring Leases," Defining Operating Expense Categories,
page 85.

Enter the estimated amount for the operating expense. Use the estimated amount
for monthly recurring invoices or payments.

Enter the minimum amount for the operating expense.

Note. Thisfield isfor information use only.

Enter the maximum amount to charge for the operating expense. Use thisfield to
calculate audit alerts during the audit and reconciliation processes.

Enter the administration fee. The system adds this amount to the operating
expense charges after final calculations of all operating expenses for the |ease.
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Straightline

Calculate

Total Estimated
Payment

Schedule

Frequency

Anticipated Process
Date

Terms Calendar

Details
Caps
Fee

GrossUp

Chapter 14

Select to apply straightline cal culations to the operating expense.

Note. If the rent amount or recurring expense amount for the operating expenseis
not evenly billed across periods, then those amounts must be reported in the
general ledger on a straightline basis (an even distribution).

See Chapter 12, "Managing Straightline Accounting,” Understanding Straightline
Accounting, page 181.

Click the button to cal culate the recurring monthly operating expenses.

Note. This button is only available when the lease or amendment is in pending
status.

Displays the total estimated payment amount for the operating expenses.

Select avalue from the prompt table to specify how often to invoice or pay the
operating expenses. Use this field to determine the frequency of the invoice or
payment. The values from which you select come from the Schedule component.

Note. If the value you need is not available, to the Schedule component to add
additional values.

See Peopl eSoft Enterprise Application Fundamentals 9.1 PeopleBook, "Defining
Financials and Supply Chain Management Common Definitions,” Defining
Common Journal Definitions.

Displays the frequency that is associated with the schedule that you selected.

Displays the current anticipated processing date or the next date on which a
transaction is available to be approved and sent to PeopleSoft Payables or
PeopleSoft Billing. Thisfield appears only after lease activation.

Note. Y ou must run the Transaction Generator to get the scheduled transactions
into the transaction queue.

Enter the terms calendar, which determines the start date and end date of billing
periods for the operating expense. The calendar 1D from the business unit
definition appears by default. Y ou can override this value, but the frequency of
the schedule and terms calendar must be the same. Thisisarequired field.

Select this check box is caps apply to this expense.
Select this check box if fees apply to this expense.

Select this check box if grossing up applies to this expense.
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Anchor Contribution Enter any anchor contribution made by the tenant.
Basis Select a basis for this operating expense.

Catch Up Catch up payments are the adjustment payment for the first months of the new
year. The difference between the estimated payment amount paid to date in anew
lease year (which has been paid at the prior year estimated payment amount) and
the amount due per the new estimated payment amount This catch up payment
will be added to the first transaction that will be sent to the transaction queue
after the amendment is activated.

Accounting Distribution Click thislink to access the Accounting Distribution page and override the
operating expense category accounting rules defined at the business unit level.

Overriding Accounting Distributions

Access the Accounting Distributions page (click the Accounting Distributions link on the Operating Expense
Details page).

Financial Terms 0000000029 - Space 1013 - 56 Second Street

Operating Expense Details - Accounting Distribution

This page is meant for overriding the default accounting rule setup atthe Business Unit. Ifthe financial term is supposed to follow the
Business Unit default accounting rule, this page can be ignored.

Percentage
Area
Hone Use default accounting distribution for Business Unit

. . . . Currency Operating Fund Class Program  Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Unit Code Field Code Refe
Debit 100.00 Us001 usb 641500 @
< >

Accounting Distributions page

Thefields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit.

Distribute By Select either:

« Percentage: Select this value to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term. The rent will be distributed based on the ratio of the areas.

» None: Select this option to use the accounting distribution set up at the
business unit level.
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Add Distribution

Delete Distribution

Select

Per centage

Area

Valid

Chapter 14

This button appears if you select Percentageor Areafor the distribute by value.
Click this button to insert a new distribution row.

This button appears if you select Percentage or Areafor the distribute by value.
Select arow and click this button to delete it from this page.

This checkbox appearsif you select Percentage or Areafor the distribute by
value.

This checkbox is used to delete distribution rows. Select this checkbox and click
the Delete Distribution button to delete the rows.

Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.
Percentage amounts must equal 100% to be valid.

Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.
All lines must add up to the total rentable area for the lease to be valid.

Used to indicate a valid combination of chartfields. When activating the lease,
edit checking will be provided and the checkbox will be selected for each row
representing a valid combination of chartfields. A lease cannot be activated until
every accounting distribution is marked as valid.

Establishing Prorata Share Details

218

Access the Prorata Share Details - Basis page (click the Prorata Details link on the Operating Expense Details

page)

Financial Terms

Add Prorata Basis

*Prorata Basis

Description:

0000000092 - Lease prorata method

Prorata Share Details - Basis

Prorata Share Method: Gross Leasable Area Unit of Measure: Square Feet Agreement No: 0000000001

= 4] i1

Tenant Area Total Area

@, 64.830 =]

Prorata Share Details - Basis page
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The fields on this page vary depend on which prorata share basis is selected on the Operating Expense page.

Prorata Share Method

Unit of Measure

Agreement No
(agreement number)

Prorata Basis
Tenant Area

Total Area

Floor Percentage

Description

Displays the prorata share method selected on the Operating Expense Details
page.

Displays the unit of measure.

Displays the agreement number for the prorata share details.

Enter aprorata basis.
Enter the tenant's area.

Enter the total areato be considered for this prorata basis. The total area of the
property selected on the lease will be defaulted here. The user can override this
value here.

Enter the percentage of floor to be considered for this prorata basis.

Thisfieldisonly available if you select Occupied Area With Floor as the Prorata
Basis option on the Operating Expense Details page.

Enter adescription for the prorata share details.

Entering Cap/Minimum Details

Access the Cap/Minimum Details page (click the Caps Detail link on the Operating Expense Details page).
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Financial Terms 0000000092 - Lease prorata method

Caps/Minimum Details

CAP Applied To: | Tenant Share “ | CAP Basis: | Prior Year Restricted b

CAP Applied: | BeforeFee s |

Subsequent Year Cap

Method: | Lesser of Percent and Index v | Percentage: | |

Compare To: | Base v | Index Name: | Q

Method: | Lesser of Percent and Index v | Percentage: Ii

Compare To: | Base v | Index Name: | @
Motes: Il

Caps/Minimum Details page

CapsApplied To Select whether the caps are applied to Tenant Share or Landlord Expense.

CapsBasis Select either:

« Prior Year Restricted: The cap calculation is applied to the prior period
landlord or tenant share after caps are applied.

» Prior Year Actual: The cap calculation is applied to the prior period landlord
or tenant share before caps are applied.

Cap Applied Select either:

» Before Fee: Caps should be applied on the landlord or tenant share before
administration fee is applied.

» After Fee: Caps should be applied on the landlord or tenant share after
administration fee is applied.
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Subsequent Year Cap

Method » Percentage: Capswill be calculated as a percentage increase over the prior
year expense.

« Indexed: Capswill belinked to an index.

« Least of Percent or Index: For this method of calculating minimum and
maximum, define a percentage and the system will calculate the indexed
value and the least of the two will be considered for the final calculation. the
indexed value at the end date of the current audit period will be compared
with the last date of the baseline period.

Per centage Enter the percentage to be used in calculation.
CompareTo Select a comparison value:
+ Base
+ Last
Index Name For Indexed or Least of Percent or Index, specify the index value to be used.

Subsequent Year Minimum

Method » Percentage: Capswill be calculated as a percentage increase over the prior
year expense.

« Indexed: Capswill belinked to an index.

» Least of Percent or Index: For this method of calculating minimum and
maximum, define a percentage and the system will calculate the indexed
value and the least of the two will be considered for the final calculation.
indexed value on the start date of the current audit period will be compared
with the first date of the baseline period

Per centage Enter the percentage to be used in calculation.
CompareTo Select a comparison value:
+ Base
o Last
Index Name For Indexed or Least of Percent or Index, specify theindex value to be used.

Approving Operating Expenses
Access the Operating Expense Approva page (Click atask in your worklist.)

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 221



Setting Up Operating Expenses Chapter 14

Operating Expense Approval
Operating Expense Details

Business Unit:  US001 Lease Number: TEST-OPX Currency: USD Lease Name: Test Opex
Agreement No: 0000000001 Audit Number: 2 Status: Fending Approval  Landlord: Mel's Diner
From Date: 01/01/2001 To Date: 12/3112001 UOn: Sguare Feet

Revision: 0

Instance Name Current Period Previous Period Variance %

Common Area Maintenance 175000.00 160000.00 0.00

Approval Action

Comments

Apprave Reject

Approval Map

Audit Expense Monitoring

— Operating Expense Audit 2:Pending gw

Audit Expense Monitoring

Pending
@ Mary Lewis

Leaze Approver

Operating Expense Approval page

If operating expenses are outside tolerance limit, the system will:

1. On Processing, set the operating expense worksheet to Pending Approval.
2. Create tasklist for the approver

3. Route the approver from the tasklist to the approval page

4

If the transaction is approved, send the transactions to the TQM and change the status of the Worksheet to
Processed.

5. If the transaction is denied, change the status of the worksheet to Pending so that the worksheet can be
edited and the whol e process can be repeated.

The Approval map displays the path and status of approvals. Ad-Hoc approvers can be added by clicking on
the Add button.

222 Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 14 Setting Up Operating Expenses

Performing Operating Expense Audits for a Payables Lease

This section provides an overview of operating expense audits and discusses how to:

» Perform operating expense audits.

» Compare operating expenses with the previous audit.

Understanding Operating Expense Audits

The PeopleSoft Real Estate Management system provides you with the ability to reconcile annual operating
expenses or CAM against your estimated payments. When the landlord sends the annual CAM reconciliation
statement with any invoice or credit against the estimated payments that you have made, you can compare the
information against your records of estimated payments, aswell as the CAM charges from the previous year.
If the charges significantly increase or decrease or the data that is provided by the landlord is insufficient, you
can initiate aformal CAM audit.

Y ou can use the Audit Operating Expenses - Operating Expense Audit page to enter the values from the
reconciliation statement for each expense category. The system automatically cal culates the amounts that you
paid to the payee, which includes all of the recurring amounts and the audit adjustment amounts. To calculate
the paid amount, the system uses only processed transactions from the transaction queue. Y ou can enter
manual adjustments the final total for each expense category. The system compares the data that you entered
against the datathat is stored in the lease and flags any value that exceeds a certain tolerance threshold.

Note. Y ou set up the tolerance threshold at implementation in the real estate management business unit.

After you have reviewed and compared the data in the worksheet and are satisfied with the final calculated
numbers, you can issue a payment for any underpayments. If an overpayment occurs, you can create a
negative payables line and apply it to any future payments, or, the landlord can issue arefund check or credit.

Prerequisites

Before you can perform an operating expense audit, the lease that you are auditing must be in active, expired,
or holdover state. Y ou must also enter operating expenses terms against the lease.

Pages Used to Audit Operating Expenses

Page Name Definition Name Navigation Usage
Audit Operating Expenses - | RE_OPEXAUDIT Real Estate Management, Create an operating expense
Operating Expense Audit Lease Administration, worksheet to compare
Payables Lease, Audit estimated operating expense
Operating Expenses payments against actual
EXpenses.
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Page Name

Definition Name

Navigation

Usage

Accounting Distributions

RE_LS OPEX_CTG

Click the Accounting
Distributions link on the

Enter accounting
distributions for the audit.

Audit Operating Expenses

page.
Audit Operating Expenses - | RE_OPEXAUDIT_CMP e Rea Estate Displays the current audit
Compare Operating Management, L ease data and prior audit data, if
Expenses with Prior Audit Administration, available. You can use this

comparison datato ensure
continuity in operating
expense charges from year
to year.

Payables Lease, Audit
Operating Expenses

e Click the Compare
Previous Audit link.

Performing Operating Expense Audits

Access the Audit Operating Expenses - Operating Expense Audit page (Real Estate Management, Payables
Lease, Audit Operating Expenses).

224 Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 14

Setting Up Operating Expenses

Audit Operating Expenses

Operating Expense Audit

Business Unit:  US001 Lease Number: 0000000084 Currency: USD
Agreement No: 0000000001 Audit Number: 1 Status: Pending
From Date: 04/01/2000 *To Date: 121312000 [H yom Square Meters

Lease Name: OPEX-F new calculation methods

Landlord: Computers Unlimited

Revision: 0 Accounting Distribution
Prorata Share Method: COccupied Area

Gross Up Method: Method A

Prorata Basis Details

Prorata Basis Tenant Area Rentable Area Occupied Area Occupancy Percent Prorata Share
Total Mall Area in the Property | 20000.000] | 100000.000) [ 20000.00 80.00 25.00
Total Area | 20000000/ | 75000.000) |  68000.00 90.67 29.41

Gross Up Percentage:  90.00

 Calculate Prorata Share |

v Expense Details

Admin Fee Percentage: 280 Base Year: 2000
) Base Year Adjustment: 0.00
| AddCategoy Base Year Gross Up: 0.00
Expense Categories
i [ Overall Expenze [ TenantShare | [F=K
*Category Actual Amount Previous Period Change Percent Caps Fee Gross Up
[sdministrative Fees @, || 250000.00 0.00 0.00, W v r =]
[comman Area Maintenance /@, | 400000.00 0.00 oo, 0 2 r =
[Etectricity @, | 700000.00 0.00 oo W r i (=]
| Caleuiate | Total Paid To Payee: 384000.00 Notes: &
Total Tenant's Share: 386164.33
Total Manual Adjustment: 0.00
Total Amount Due: 216433 UsD
|MJ Compare Previous Audit
Created By: Kenneth Schumacher Last Updated By: Kenneth Schumacher Submitted By:
Created On:  10/08/2009 2:31:01PM Last Updated On:  10/08/2009 2:31.01PM Submit Date:

Audit Operating Expenses - Operating Expense Audit page

Business Unit

Displays the lease administration business unit selected on the search page.

L ease Number Displays the lease number selected on the search page.
Currency Displays the currency of the lease.
L ease Name Displays the lease name.
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Agreement No
(agreement number)

Audit Number
Status
Landlord

From Date

To Date

UOM (unit of measure)
Revision

Accounting
Distributions

Update Audit

Prorata Basis

Chapter 14

Displays the agreement number for the |ease operating expense.

Displays the sequential number that is assigned to this audit.
Displays the audit status.
Displays the landlord for this lease.

Enter the date on which you want the audit period to begin. This date must occur
after the lease start date and cannot be later than one day after the To Datefrom
the previous audit. The system sets the From Date to one day |ater than the
previous audit by default. For first audit period the system uses the lease
commencement date by default.

Enter the date on which you want the audit period to end. This date must occur
after the from date and cannot be later than the current date.

Displays the unit of measure of this lease.
Displays the revision number for this audit.

Select this link to access the Accounting Distributions page.

Click to update this audit. The system compares the actual chargesin the current
audit with the charges for the operating expense categories in the previous audit
and creates and invoice for the balance amount. Y ou can update an audit only
after al of the audit transactions have been processed. Thisfield appears only for
processed audits.

Prorata details group box will not be available for the user if:

» Fixed percentage method is used for sharing expenses.

« Proratashareisnot used to calculate tenant's share.

Prorata Share Method
Gross Up Percentage

Gross Up Method

Displays the prorata share method for this operating expense.
Displays the gross up percentage for this operating expense.

Displays the gross up percentage for this operating expense.

Calculate Prorata Basis Click this button to calculate the prorata basis.

Prorata Basis

Tenant Area

Displays the prorata basis selected for this operating expense.

Enter the area this tenant occupies.
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Rentable Area
Occupied Area
Occupancy Percentage

Prorata Share

Expense Details

Admin Fee Percentage
Administration Fee
Per centage

Base Year
Base Year Adjustment

Add Category

Base Year Gross Up

Category

Actual Amount
Previous Period
Change

Caps

Fee

Gross Up

Overall Expense

Grossed Up Expense

Admin Fee
(administration fee)

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.
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Enter the total rental area available.
Enter the total area occupied.
Displays the percentage of areathis tenant occupies.

Displays the percentage of the total areathat you are occupying. The system
displays the value from the lease. The field isinformational only. The system
does not use the field for any calculations.

Displays the administration fee percentage.

Displays the base year entered on the lease.
Displays the base year adjustment entered on the lease.

Click this button to create a new operating expense category for the lease. This
button appears only for pending audits.

Displays the base year gross up entered on the lease.

Select the expense category.

Operating expense categories that are in a processed state will be retrieved from
the Transaction Queue for the given lease and payee.

Enter the actual amount for this expense category.

Displays the amount for the previous period if available.

Displays the change in amounts from the previous period.

Select this check box to indicate if caps are applied to this category.

Select this check box to indicate if administration fees apply to this category.

Select this check box to indicate if gross up applies to this category.

Enter the grossed up expense for this expense category.

Enter any administration fees applied to this category.
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Anchor Contribution

Adjusted Expense
Minimum
Maximum

Sharable Expense

Tenant Share

Prorata Share

Occupancy Pct
(occupancy percentage)

Tenant Share

Paid Amount

Amount Due

Chapter 14
The anchor contribution defaults from the lease, the user can override the value
here.
Enter the adjusted expense for this category.
Enter the minimum for this category.
Enter the maximum for this category.

The system calculates this value. Thisis the expense which needs to be shared
based on the prorata share of the tenant.

Displays the prorata share calculated using the values entered.

Enter the occupancy percentage for this category. The default is 100 percent.

Displays the tenant share calculated based on the sharable expense, prorata share,
and the occupancy percentage entered.

Displays the amount paid to the landlord.

Displays the amount due to the landlord.

Operating Expense Categories

The system automatically populates the Operating Expense Categories grid with the operating expense
categories that are associated with the lease and payee on which you are performing the audit.

Operating Expense Categories in the processed state will be retrieved from the Transaction Queue for the

given Lease and Payee.

Calculate

Total Paid To Landlord

Total Adjusted Actual
Amount

Total Manual
Adjustment

Click the button to calculate the total lines that were entered. When you click the
button, the system cal cul ates the difference between the paid amount and the
actual amounts and displays the totals and the adjustments.

Displays the total operating expenses that were paid to the landlord. The system
adds al of the amounts in the Paid Amount column.

Displays the total amount of the operating expenses that should have been paid to
the landlord or payee. The system adds all of the amounts in the Actual Amount
column.

Displays the total amount of the manual adjustments. The system adds all of the
amountsin the Adjust Amount column.
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Total Administration
Fee

Total Amount Due

Create Payment

Compare Previous
Audit

Setting Up Operating Expenses

Displays the total administration fee. The system adds all of the amountsin the
Admin Fee column.

Displays the amount that you owe the landlord or payee. The system uses this
formulato calculate the amount: Amount Owed = Total Adjusted Actual Amount
+ Total Manua Adjustment + Total Administration Fee — Total Paid To
Landlord.

Click to create a payment for underpayment of the operating expenses for the
year. When you click this button, the system sends the transaction to the
transaction queue for payment processing.

Click to select the previous audit for comparison, if it exists. The system bases
the comparison on the audit end dates. The previous audit is the one with an audit
end date less the current audit end dates. The system retrieves the two audits and
displays them side-by-side. The system flags category differences from year-to-
year and identifies massive increases or charges that are above the maximum that
isalowed. If the system cannot find a category match, it separates those
categories that are not available for comparison.

Comparing Operating Expenses with the Previous Audit

Access the Audit Operating Expenses - Compare Operating Expenses with Previous Audit page (click the
Compare Previous Audit link on the Audit Operating Expenses page).
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Operating Expense Audit
Compare with Prior Audit
Current Period: 01/04/2001 - 12/31/2001 Prior Period: 01/041/2000- 12/31/2000
Current Audit Number: 2 Prior Audit Number: 1
Lease Name: Test Opex Status: Frocessed Payee: Iel's Diner
Lease Number:  TEST-OPX AgreementNo: 0000000001 Currency: usD
uom Square Feet
-~ H | 4 0
Expense Category Current Actual Prior Actual Difference % Difference Amount Current Cost/Sq Unit Prior Cost/Sq Unit
Commaon Area Maintenance 175,000.000 160,000.000 9.38 15,000.000 19581.880 1449 604
Current Payee Actuals: 175,000.00 USD Current Rentable Area: 88.300 USD
Prior Payee Actuals: 160,000.00 USD Prior Rentable Area: 88.300 USD
Payees Actuals Difference: 15,000.00 USD Rentable Area Difference: 0.000 USD
Current Payor Actuals: 180,000.00 USD Current Cost Per Sg Unit: 1,981.88 USD
Prior Payor Actuals: 180,000.00 USD Prior Cost/SQ Unit: 144960 USD
Payors Actuals Difference: 0.00 USD Cost/ 5Q Unit Difference: 53228 UsD
Return to Worksheet

Audit Operating Expenses - Compare Operating Expenses with Previous Audit page

This page enables to you compare and audit operating expenses against previous audit data, if it exists. The
system retrieves the two audits and displays them side-by-side. The system flags category differences from
year-to-year and identifies massive increases or charges that are above the maximum that is allowed. If the
system cannot find a category match, it separates those categories that are not available for comparison.

Current Period

Prior Period

Displays the date range for this audit period.

Displays the date range for the prior audit period that you are comparing.

Common Operating Expense Audits for Current and Prior Audits

Current Actual

Prior Actual

Difference % (difference
percentage)

Diff Amt (difference

amount)

Current Cost/Sq Unit
(current cost per square
unit)

230

Displays the current actual amount that you entered based on the reconciliation
statement.

Displays the previous audit actual amount.

Displays the percentage difference between the current actual amount and the
prior actual amount. ((Current Actual - Prior Actua) + Prior Actual).

Displays the difference amount. (Current Actual - Prior Actual).

Displays the current cost per square unit.(Current Cost + Sq Unit = Adjusted
Actual Amount + Total Rentable Area).
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Prior Cost/Sq Unit (prior Displaysthe prior cost per square unit. (Prior Cost/Sq Unit = Prior Actual
Cost per square unit) Amount + Prior Total Rentable Area).

Unmatched Categories

When the system cannot match up one or more categories from a previous audit with the categories from the
current audit, the system displays the discrepanciesin the Unmatched Categories grid. This occurs when you
create anew category or an existing category from a previous audit does not exist, or if you change the
category in the middle of the year. As aresult, the system is unable to provide any comparisons for these
categories because there is no exact match.

Calculated Total for Current and Prior Audits

Current Actual Displays the total amount that you paid to the payee. This amount might differ
from the reconciliation statement that is provided by the landlord. The current
actual amount paid is based on an estimate that is provided to you at the
beginning of the lease.

Prior Actual Displays the total amount that you paid to the payee in the prior period.
Diff Amt (difference Displays the difference between the prior actual amount and the current actual
amount) amount.

Current Payor Actuals Displaysthe current total amount that is paid by the payor.
Payors Actuals Displays the total amount that the payor paid in the prior audit.
Difference

Current Rentable Area  Displaysthe current total rentable areain the lease.
Prior Rentable Area Displays the total rentable areain the prior audit.

Rentable Area Displays the difference between the current and prior rentable areain the lease.
Difference

Current Cost Per Sq Displaysthetotal current cost per square unit.
Unit (current cost per
square unit)

Prior Cost/SQ Unit Displays the total prior cost per square unit.
(prior cost per square unit)

Cost/SQ Unit Difference Displaysthe difference of the total cost per square unit between the current
(cost per sguare unit period and the prior periods.
difference)

Reconciling Operating Expenses for Receivables Leases

This section provides an overview of operating expense reconciliation and discusses how to:
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» Reconcile operating expenses

» Compare operating expense reconciliations

Understanding Operating Expense Reconciliation

PeopleSoft Real Estate Management enables you to reconcile the difference in the original estimated
operating expense and the actual operating expenses for each tenant or payor for atime period. The system
calculates the amount of estimated operating expenses for the transactions that the system processed during a
time period that you specify. Y ou can enter the actual expenses that you incurred based on these criteria:

» Operating expense category: Summarize your charges by operating expense category.
« Tenant: Specify the tenant or payor.
» Time period: Determine reconciliation from and to dates.

Use the Reconcile Operating Expenses - Operating Expense Statement page to enter these amounts and
compare them with the amounts that the payor paid. Y ou can manually adjust the amount for each operating
expense category. Click the Create Invoice button on the Operating Expense Statement page to access the
Billing Review page. In the case of an overpayment, you can issue a credit to the tenant that could be applied
against future rent payments. In the case of an underpayment, you can issue an invoice for the remaining sum.
Enter the billing amount as negative to generate a payment credit or positive to create an invoice.

Y ou can compare this reconciliation with the previous reconciliation to identify any time gaps or large

amount differences in the operating expenses.

Pages Used to Reconcile Operating Expenses

Page Name

Definition Name

Navigation

Usage

Reconcile Operating
Expenses - Operating

RE_OPEXAUDIT

Real Estate Management,
Lease Administration,

Compare operating
expenses to the operating

Prior Statement

Receivables L ease,
Reconcile Operating
Expenses

e Click the Compare
Previous Audit link.

Expense Statement Receivables L ease, expense statement to
Reconcile Operating reconcile paid expenses
Expenses against actuals.

Reconcile Operating RE_OPEXAUDIT_CMP e Real Estate Displays the current

Expenses - Compare Management, L ease reconciliation data and prior

Operating Expenses with Administration, reconciliation data. Y ou can

use this comparison data to
ensure continuity in
operating expense charges.

Reconciling Operating Expenses

Access the Reconcile Operating Expenses - Operating Expense Statement page (Real Estate Management,
Lease Administration, Receivables L ease, Reconcile Operating Expenses).
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Reconcile Operating Expenses
Operating Expense Statement

Business Unit: U001 Lease Number: (0000000085 Currency: LUSD Lease Name: OPEX-R new calc methods
Agreement No: 0000000001 Audit Number: 2 Status: Pending Tenant: Alliance Group

From Date: 04/01/2001 *To Date: 12131/2001 [ UOM: Square Meters

Revision: 0 Accounting Distribution

Prorata Share Method: Occupied Area Gross Up Percentage:  90.00

Gross Up Method: Method A  Calculate Prorata Share |
Prorata Basis Details

Prorata Basis Tenant Area Rentable Area Occupied Area Occupancy Percent Prorata Share

Total Mall Area in the Property | 20000.000 | 75000.000 | G8000.00 90.67 29.41
Total Area | 20000.000 || 100000.000 |  80000.00 80.00 25.00

~ Expense Details

Admin Fee Percentage:  2.50 Base Year:
_ Base Year Adjustment: 0.00
|M.| Base Year Gross Up: 0.00
Expense Categories
@ S50 OverallExpense || Tenant Share |
*Category Actual Amount Previous Period Change Percent Caps Fee Gross Up
[2dministrative Fees Q@ | 250000.00 0.00 oo, W 2 ¥ (=l
[comman Area Maintenance/@, | 400000.00 0.00 oo, 0 2 r =
|Etectricity @, 700000.00 0.00 oo W r v =
| Caleuiate | Total Paid To Payee: 384000.00 Notes:

Total Tenant's Share: 389108.81

Total Manual Adjustment: 0.00

Total Amount Due: 5108.81 USD

| Createlnvoice Compare Previous Audit

Created By: Kenneth Schumacher Last Updated By:  Kenneth Schumacher Submitted By:
Created On:  10/02/2009 2:49:54FPM Last Updated On:  10/08/2000 2:49:54FN Submit Date:

Reconcile Operating Expenses - Operating Expense Statement page

Note. The fields on this page function the same as the fields on the Audit Operating Expenses - Operating
Expense Audit page.

See Chapter 14, " Setting Up Operating Expenses,” Performing Operating Expense Audits, page 224.
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Comparing Operating Expense Reconciliations

Access the Reconcile Operating Expenses - Compare Operating Expenses with Prior Statement page (click
the Compare Previous Audit link on the Reconcile Operating Expenses page).

Chapter 14

Operating Expense Statement
Compare with Prior Statement

Return to Worksheet

Current Period: 01/01/2002- 12/31/2002 Prior Period: 01/01/2001- 12/31/2001
Current Audit Number: 2 Prior Audit Number: 2
Lease Hame: OFEX-R new calc methods Status: Pending Payor: Alliance Group
Lease Number: 0000000085 Agreement No: 0000000001 Currency: ush
uom Square Meters
Customize | Find | B First Kl 43073 I Last

Expense Category Current Actual Prior Actual Difference % Difference Amount Current Cost/Sq Unit Prior Cost/Sq Unit
Administrative Fees 300,000,000 250,000.000 20.00 50,000.000 49309 665 41081.387
Cammon Area Maintenance 450,000.000 400,000.000 12.50 50,000.000 73964.497 65746.220
Electricity 750,000.000 700,000.000 7.14 50,000.000 123274.162 115055.884
w Overall Comparision

Current Payee Actuals: 1,500,000.00 USD Current Rentable Area: G.084 USD

Prior Payee Actuals: 1,350,000.00 USD Prior Rentable Area: 6.084 UsD

Payees Actuals Difference: 150,000.00 USD Rentable Area Difference: 0.000 USD

Current Payor Actuals: 384,000.00 UsD Current Cost Per Sg Unit: 2465458.32 UsD

Prior Payor Actuals: 384,000.00 UsSD Prior Cost/SQ Unit: 22189349 UsD

Payors Actuals Difference: 0.00 USD Cost/ 5Q Unit Difference: 24 65483 USD

Access the Reconcile Operating Expenses - Compare Operating Expenses with Prior Statement page

The fields on this page function in the same way as the fields on the Audit Operating Expenses - Compare
Operating Expense with Prior Audit page.

See Chapter 14, "Setting Up Operating Expenses,” Comparing Operating Expenses with the Previous Audit,

page 229.
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Setting Up and Calculating Percent Rent

This chapter provides an overview of percent rent terms, lists prerequisites, and discusses how to:

e Set up percent rent terms.

» Report sales and calculate percent rent.

Understanding Percent Rent Terms

Percent rent enables you to negotiate alower monthly base rent in exchange for a portion of your sales once
the threshold is met. This lease method is appealing because you receive alower monthly liability in months
of lower sales. As the sales amount reaches a specified threshold (breakpoint), the percentage changes, thus
altering the amount of the final rent amount. For a breakpoint, the rent can be a fixed amount, a percentage of
sales, or acombination of fixed amount and percentage.

When multiple breakpoints are established, the system determines which breakpoint has been reached and
addsitsincremental percentage over and above the other breakpoints. For example, let's say the breakpoints
are asfollows:

. 0t01,000 (5%)
« 1,000.01 to 4,999.99 (4%)
. 5,000 to 99,999,999,999.99 (3% + 1,000 USD)

If the sales amount is 1,500 USD, then the system takes the maximum of the prior breakpoint multiplied by
that breakpoint percentage (or amount, or both depending on lease terms), adds the incremental amount over
that breakpoint maximum, multiplied by the new breakpoint percentage.

In this example, the calculation is as follows: 1,000 x 5% + (1,500 — 1,000) x 4% = 70.

Using the previous example, if alease had three breakpoints in percent rent setup, and the sales amount
reached the third level (10,000), then the calculation is as follows: 1,000 x 5% + (4,999.99-1,000) x 4% +

(10,000 - 4,999.99) x 3% +1,000 = 1360.
These tables provide additional examples of the percent rent category based cal culation methodology:
Percent Rent Setup Data:

Financial Term Amount

Current Base Rent 1000.00 USD
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Financial Term Amount

Minimum Fee 25.00USD

Maximum Fee 800.00 USD

Sales Breakpoints

From To Type Amount Full Breakpoint

0 999.99 Percent 5% 50.00 USD

1000 4999.99 Percent 1% 160.00 USD

5000 9999.99 Percent 3% 150.00 USD

10000 99,999,999,999.99 Percent 2% Not applicable

Sales Data

Year Month Reported Breakpoint Variable Adjusted Total Rent Comment

Sales Amount Rent Variable (USD)
(USD) (USD) Amount
(USD)

2004 January 250.00 5% 12.50 1,025.00 Minimum not met,
use adjusted
amount.

2004 February 2,000 VAR2 90.00 1,090.00 Second breakpoint
reached, add full
breakpoint
calculation to
incremental
difference.

2004 March 1,800 VAR2 82.00 1,082.00

2004 April 6,000 VAR3 240.00 1,240.00 Third breakpoint
reached, add full
breakpoint
calculationsto
incremental
difference.

2004 May 5,000 VAR4 210.00 1,210.00

2004 June 50,000 VAR4 1,160.00 800.00 1,800.00 Maximum
exceeded, use
adjusted amount

2004 July 30,000 VAR4 760.00 1,760.00
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Year Month Reported Breakpoint Variable Adjusted Total Rent Comment
Sales Amount Rent Variable (USD)
(USD) (USD) Amount
(USD)
2004 August 15,000 VAR4 460.00 1,460.00
2004 September | 7,500 VAR3 285.00 1,285.00
2004 October 4,200 VAR2 180.00 1,180.00
2004 November 800 5% 40.00 1,040.00
2004 December 20,000 VAR4 560.00 1,560.00

Y ou define the percentage breakpoints for the percent rent tier structure before activating the lease; after the
lease is activated, you must create an amendment to perform any changes to the structure. Y ou include
percent rent terms on the lease and enter them into the system prior to lease activation. Y ou set the various
sales breakpoints (or tiers) for the lease under different sales categories. In the absence of actua reported
data, you can enter or have the system attempt to estimate sales data. Y ou enter the estimated information on
the Sales Report Details page and set the type to Estimated. The Sales Report Details page is a worksheet to
enter and calculate the total sales amounts. The system uses past data to help determine an appropriate
estimate.

Weekly Sales Method

The system will allow only one sales category on the percent rent setup. The system will use this category to
create the sales report and import sales. This method will use only current period sales data.

If the bill amount is less than the minimum fee, the percent rent shall be zero and only the minimum rent will
be charged. If the bill amount is more than the minimum fee, it calculates percent rent (sales overage) rent by
deducting the minimum fee from the total bill amount. If the bill amount is more than the maximum fee then
the maximum fee will be charged. Sales overage rent will be equal to the Maximum Fee - Minimum Fee.

The system shall apply breakpoints to calculate the percent as follows:
If the operator is Percent then:
» |If salesamount is between first breakpoint range, then:

First breakpoint's billable amount = (Sales amount — First breakpoint's from amount) * First breakpoint's
percent.

» |f salesamount is between second breakpoint range, then:

Second breakpoint billable amount = (Sales amount — Second breakpoint's from amount) * Second
breakpoint's percent.

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = (Sales amount — Nth breakpoint's from amount) * Nth breakpoint's
Percent.

If the operator is Amount, then:
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» |f salesamount is between first breakpoint range, then:

First breakpoint billable amount = First breakpoint's fixed amount.
« |If salesamount is between second breakpoint range, then:

Second breakpoint Billable amount = Second breakpoint's fixed amount.
« |f salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = Nth breakpoint's fixed amount

If the operator is Both, then:
« |f salesamount is between first breakpoint range, then:

First breakpoint billable amount = (Sales amount — First breakpoint's from amount) * First breakpoint's
percent + First breakpoint's fixed amount.

» |f salesamount is between second breakpoint range, then:

Second breakpoint billable amount = (Sales amount — Second breakpoint's from amount) * Second
breakpoint's percent + Second breakpoint's fixed amount.

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = (Sales amount — Nth breakpoint's from amount) * Nth breakpoint's
percent + Nth breakpoint's fixed amount.

« Tota bill amount = first breakpoint's billable amount + second breakpoint's billable amount +.... + Nth
breakpoint billable amount.

« If thetota bill Amount is less than minimum fee, then the sales overage rent will be zero.

« [f thetotal bill Amount is more than minimum fee, then deduct minimum fee from total bill amount to get
the sales overage rent.

Weekly Sales Method Calculation Example

Assume the minimum is 2,500 USD and the maximum is 5,000 USD.

Breakpoints.

From Breakpoint To Breakpoint Operator Percent

50,000.00 150,000.00 Percent 9

150,000.01 500,000.00 Percent 8

500,000.01 1,000,000.00 Percent 7

1,000,000.01 99,999,999,999,999,900,00 | Percent 4
0,000.00

Sales reported by tenant:
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Period Sales 1st 2nd 3rd 4th Percent Final Bill
Amount Breakpoint | Breakpoint | Breakpoint | Breakpoint | Rent

1 100,000.00 | 4,500.00 NA NA NA 4,500.00 4,500.00

2 200,000.00 | 9,000.00 4,000.00 NA NA 13,000.00 13,000.00

3 60,000.00 900.00 NA NA NA 900.00 2,500.00

4 350,000.00 | 9,000.00 16,000.00 NA NA 25,000.00 25,000.00

5 1,100,000.0 | 9,000.00 28,000.00 35,000.00 4,000.00 76,000.00 50,000.00
0

6 40,000.00 NA NA NA NA 0 2,500.00

Each Period Method

This method will use only current period sales data. This calculation method will aways have one sales
category, which will be used for reporting/importing sales.

The system will annualize sales amount by multiplying the no. of periodsin the calendar year. The system
will apply breakpoints to annualized sales for calculating percent rent.

The annualized amount = current period's sales amount * Total Periodsin afiscal year.

The system shall apply breakpoints to calculate the percent as follows:

If the operator is Percent then:

If the operator is Amount, then:
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If the sales amount is between first breakpoint range, then:

If sales amount is between second breakpoint range, then:

If sales amount is between Nth breakpoint range, then:

If sales amount is between first breakpoint range, then:

If sales amount is between second breakpoint range, then:

First breakpoint's billable Amount = First breakpoint's fixed amount.

Second breakpoint's billable amount = Second breakpoint's fixed amount).

First breakpoint's billable amount = (Annualized Sales amount — First breakpoint's from amount) * First
breakpoint's percent.

Second breakpoint's billable amount = (Annualized Sales amount — Second breakpoint's from amount) *
Second breakpoint's percent).

Nth breakpoint's billable amount = (Annualized Sales amount — Nth breakpoint's from amount) * Nth
breakpoint's percent).
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» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = Nth breakpoint's fixed amount).

If the operator is Both, then:

» |f salesamount is between first breakpoint range, then:

Chapter 15

First breakpoint's billable amount = (Annualized Sales amount — First breakpoint's from amount) * First
breakpoint's percent + First breakpoint's fixed amount.

» |If salesamount is between second breakpoint range, then:

Second breakpoint's billable amount = (Annualized Sales amount — Second breakpoint's from amount) *

Second breakpoint's percent + Second breakpoint's fixed amount.

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = (Annualized Sales amount — Nth breakpoint's from amount) * Nth
breakpoint's percent + Nth breakpoint's fixed amount.

Total billable amount = First breakpoint's billable amount + Second breakpoint's billable amount +.... + Nth

breakpoint billable amount

If thetotal bill amount isless than minimum fee, then the percent rent will be Zero and only minimum fee

will be charged.

If the total bill Amount is more than minimum fee, then deduct minimum fee from total bill amount to get

percent rent.

Each Period Calculation Example

Assume that the minimum is 2,500 USD and the maximum is 50,000 USD.

Breakpoints.

From Breakpoint To Breakpoint Operator Percent

200,000.00 600,000.00 Percent 9

600,000.01 1,000,000.00 Percent 8

1,000,000.01 1,500,000.00 Percent 7

1,500,000.01 99,999,999,999,999,900,00 | Percent 4
0,000.00

Sales Reported by tenant:
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Period Sales Annualiz | 1st 2nd 3rd 4th Percent De- Rent
(Monthly | Amount | ed Sales | Breakpoi | Breakpoi | Breakpoi | Breakpoi | Rent Annualiz | Amount
nt nt nt nt ed Bill
Amount

1 100,000. | 1,200,00 | 36,000.0 | 32,000.0 | 14,000.0 | NA 82,000.0 |6833.33 |6833.33
00 0,00 0 0 0 0

2 200,000. | 2,400,00 | 36,000.0 |32,000.0 | 35,000.0 | 36,000.0 | 139,000. | 11583.33 | 11583.33
00 0.00 0 0 0 0 00

3 60,000.0 | 720,000. | 36,000.0 |9,600.00 | NA NA 45,600.0 | 3,800.00 | 3,800.00
0 00 0 0

4 350,000. | 4,200,00 | 36,000.0 |32,000.0 | 35,000.0 |108,000. |211,000. |17,583.3 |17,583.3
00 0.00 0 0 0 00 00 3 3

5 1,200,00 | 14,400,0 | 36,000.0 | 32,000.0 | 35,000.0 |516,000. |619,000. |51583.33 | 50,000.0
0.00 00.00 0 0 0 00 00 0

6 40,000.0 | 480,000. | 25,200.0 | NA NA NA 25,200.0 | 2,100.00 2500.00
0 00 0 0

Cumulative Method

System will calculate YTD sales amount by summing sales from the first period of the current fiscal year to

current period. This calculation method will always have one sales category, which will be used for

reporting/importing sales. Breakpoints will be applied to cumulative sales for calculating percent rent.

The previous Y TD bill amount excluding current period will be deducted from the total bill amount to get
current period's bill amount.

The YTD sales amount will equal to sum of sales amount from first period to current period. Note: The =
Y TD sales amount will include current period's sale amount.

The previous Y TD bill amount isthe sum of the bill amount from first period to previous period. Note:
Previous period will be one period before the current period.

If the Operator is Percent then:

« |f YTD Sales Amount is between First breakpoint range, then

First breakpoint's YTD Billable Amount = (Y TD Sales amount — First breakpoint's from amount) * First
breakpoint's Percent

» |f salesamount is between second breakpoint range, then:

Second breakpoint's Y TD Bill Amount = (YTD Sales Amount — Second Breakpoint's From Amount) *

Second breakpoint's Percent.

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint's Y TD Bill Amount = (YTD Sales amount — Nth breakpoint's from amount) * Nth
breakpoint's Percent).
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If the Operator is Amount, then:

If YTD Sales Amount is between First breakpoint range, then:

First breakpoint's YTD billable Amount = First Breakpoint's Fixed Amount.

If YTD sales amount is between second breakpoint range, then:

Second breakpoint's Y TD Billable Amount = Second Breakpoint's Fixed Amount)
If YTD sales amount is between Nth breakpoint range, then:

Nth breakpoint Y TD Billable Amount = Nth breakpoint's fixed amount)

If the Operator is Both, then:

If YTD Sales Amount is between First breakpoint range, then:

First Breakpoint's YTD Billable Amount = (YTD Sales amount — First breakpoint's from amount) * First
breakpoint's Percent + First Breakpoint's Fixed Amount.

If YTD sales amount is between second breakpoint range, then:

Second breakpoint's Y TD Billable Amount = (Y TD Sales Amount — Second Breakpoint's From Amount)
* Second breakpoint's Percent + Second Breakpoint's Fixed Amount.

If YTD sales amount is between Nth breakpoint range, then:

Nth breakpoint Y TD Billable Amount = (YTD Sales amount — Nth breakpoint's from amount) * Nth
breakpoint's Percent + Nth breakpoint's fixed amount.

Total YTD Billable amount = First breakpoint's Y TD bill amount + Second breakpoint's Y TD bill amount

+.

... + Nth Breakpoint YTD Bill Amount

Current period's billable amount = total YTD billable amount — previous Y TD bill amount

If the total bill Amount isless than minimum fee, then the sales overage rent will be zero.

If the total bill Amount is more than minimum fee, then deduct minimum fee from total bill amount to get the
percent rent (sales overage).

If thetotal bill amount for the current period is greater than maximum fee then the maximum fee should be
charged to the tenant. In this case, percentage rent will be maximum fee less minimum fee.

When sales amount exceeds a breakpoint, then the breakpoint will have maximum billable amount and it will
equal to:

(Breakpoint's To amount - Breakpoint's From amount) * Breakpoint's percent when operator is percentage

Breakpoint's fixed amount when operator is ‘fixed'.

(Breakpoint's To amount - Breakpoint's From amount) * Breakpoint's percent + Breakpoint's fixed amount
when operator is Both

Cumulative Calculation Example

Assume the minimum is 2,500 USD and the maximum is 50,000 USD.
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Breakpoints:

From Breakpoint To Breakpoint Operator Percent

200,000.00 600,000.00 Percent 9

600,000.01 1,000,000.00 Percent 8

1,000,000.01 1,500,000.00 Percent 7

1,500,000.01 99,999,999,999,999,900,00 | Percent 4

0,000.00

Sales reported by tenant:

Period Sales Cumulati | 1st 2nd 3rd 4th Percent | Rentfor | Rent

(Monthly | Amount | ve Sales | Breakpoi | Breakpoi | Breakpoi | Breakpoi | Rent Current Amount

nt nt nt nt Period

1 100,000. | 100,000. | NA NA NA NA 0 0 2,500.00
00 00

2 200,000. | 300,000. |9,000.00 | NA NA NA 9,000.00 | 6,500.00 | 6,500.00
00 00

3 60,000.0 | 360,000. | 14.400.0 | NA NA NA 14,400.0 | 5,400.00 | 5,400.00
0 00 0 0

4 350,000. | 710,000. | 36,000.0 |8,800.00 | NA NA 44,800.0 | 30,400.0 | 30,400.0
00 00 0 0 0 0

5 1,100,00 | 1,810,00 | 36,000.0 | 32,000.0 | 35,000.0 | 12,400.0 | 115,400. | 70,600.0 | 50,000.0
0.00 0.00 0 0 0 0 00 0 0

6 40,000.0 |1,850,00 | 36,000.0 | 32,000.0 | 35,000.0 | 14,000.0 |117,000. |22,200.0 | 22,200.0
0 0.00 0 0 0 0 00 0 0

Cumulative Pro Rata Method

Y TD sales amount including current period sales will be used to calculate percent rent. This calculation

method will always have one sales category.

The sales amount will be annualized by multiplying the Y TD sales with the no. of periodsin a calendar year
divided by no. of sales periodsincluded in YTD sales. Breakpoints will be applied to annualized cumulative
sales when calculating percent rent.

To calculate current period bill amount, percent rent amount will be de-annualized and from that amount the

previous Y TD bill amount will be reduced.

Add YTD salesto get the Cumulative amount. The Y TD sales amount will be the sum of sales amount from
first period to current period. Note: Include current period salesinto YTD sales. Annualize the YTD sales.
Annual salesamount = YTD sales* (total periodsin fiscal year/ no. periodsin YTD sales). Calculate YTD
bill amount by applying lease level breakpoints to annualized cumulative sales.
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If the Operator is Percent then:
« |f Sales Amount is between First breakpoint range, then:

First breakpoint Billable Amount = (Annualized Y TD Sales amount — First breakpoint's from amount) *
First breakpoint's Percent

» |f salesamount is between second breakpoint range, then:

Second breakpoint's Billable Amount = (Annualized Y TD Sales Amount — Second Breakpoint's From
Amount) * Second breakpoint's Percent

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint's Billable Amount = (Annualized Y TD Sales amount — Nth breakpoint's from amount) *
Nth breakpoint's Percent)

If the Operator is Amount, then:
« |f sales Amount is between First breakpoint range, then:
Bill Amount = First Breakpoint's Fixed Amount
» |If salesamount is between second breakpoint range, then:
Bill Amount = (First Breakpoint maximum Bill Amount + Second Breakpoint's Fixed Amount)
» If salesamount is between Nth breakpoint range, then:

Bill Amount = (First breakpoint's maximum bill amount + Second breakpoint's maximum bill amount
+....+(n-1) breakpoint's maximum bill amount + Nth breakpoint's fixed amount)

If the Operator is Both, then:
« |If Sales Amount is between First breakpoint range, then:

First breakpoint's Billable Amount = (Annualized Y TD Sales amount — First breakpoint's from amount) *
First breakpoint's Percent) + First Breakpoint's Fixed Amount

« |If salesamount is between second breakpoint range, then:

Second breakpoint's Billable Amount = (Annualized Y TD Sales Amount — Second Breakpoint's From
Amount) * Second breakpoint's percent + Second Breakpoint's fixed amount)

« |If salesamount is between Nth breakpoint range, then:

Nth breakpoint billable amount = (Annualized Y TD sales amount — Nth breakpoint's from amount) * Nth
breakpoint's Percent + Nth breakpoint's fixed amount

Total annualized Y TD Billable amount = First breakpoint's billable amount + Second breakpoint's billable
amount +.... + Nth Breakpoint Billable Amount

De-annualize the above value to get YTD billable amount. Y TD billable amount = Total annualized YTD
billable amount * (No. periodsin YTD sales/ Total periodsin fiscal year)

System will calculate Total bill amount by deducting previous Y TD bill amount from rent calculated in step
above (de-annualized rent).
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If the total bill Amount is less than minimum fee, then the sales overage rent will be zero. If the total bill
amount is more than minimum fee, then deduct minimum fee from total bill amount to get sales overage rent.
If thetotal bill amount for the current period is greater than maximum fee then the maximum fee should be
charged to the tenant. In this case, percentage rent will be maximum fee less minimum fee.

When sales amount exceeds a breakpoint, then the breakpoint will have maximum billable amount and it shall
equal to: (Breakpoint's To amount - Breakpoint's From amount) * Breakpoint's percent when operator is
percentage

Breakpoint's fixed amount when operator is fixed: (Breakpoint's "To amount" - Breakpoint's From amount) *
Breakpoint's percent + Breakpoint's fixed amount when operator is Both
Cumulative Pro Rata Calculation Example

Assume the minimum is 2,500 USD and the maximum is 50,000 USD.

Breakpoints:
From Breakpoint To Breakpoint Operator Percent
500,000.00 1,000,000.00 Percent 9
1,000,000.01 1,500,000.00 Percent 8
1,500,000.01 1,500,000.00 Percent 7
3,000,000.01 99,999,999,999,999,900,00 | Percent 4
0,000.00
Sales reported by tenant:
Period | Sales Cumul | Annual | 1st 2nd 3rd 4th Percen | De- Rent Rent
(Month | Amoun | ative ized Breakp | Breakp | Breakp | Breakp |t Rent | Annual | for Amoun
ly) t Sales Cumul | oint oint oint oint ized Curren |t
ative Percen |t
Sales t Rent | Period
1 100,00 | 100,00 | 1,200,0 | 45,000. | 16,000. | NA NA 61,000. | 5,083.3 | 5,083.3 | 5,083.3
0.00 0.00 00.00 00 00 00 3 3 3
2 200,00 | 300,00 [1,800,0 |45,000. |40,000. | 21,000. | NA 106,00 | 17,666. | 12,583. | 12,583.
0.00 0.00 00.00 00 00 00 0.00 67 33 33
3 60,000. | 360,00 [ 1,440,0 | 45,000. | 35,200. | NA NA 80,200. | 20,050. | 2,383,3 | 2,500.0
00 0.00 00.00 00 00 00 00 3 0
4 350,00 | 710,00 [ 2,130,0 | 45,000. | 40,000. | 44,100. | NA 129,10 | 43,033. | 22,866. | 22,866.
0.00 0.00 00.00 00 00 00 0 33 67 67
5 1,100,0 | 1,810,0 | 4,344,0 | 45,000. | 40,000. | 105,00 | 53,760. | 243,76 | 101,56 | 58,533. | 50,000.
00.00 00.00 00.00 00 00 0.00 00 0.00 6.67 33 00

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 245



Setting Up and Calculating Percent Rent Chapter 15

246

Period | Sales Cumul | Annual | 1st 2nd 3rd 4th Percen | De- Rent Rent
(Month | Amoun | ative ized Breakp | Breakp | Breakp | Breakp [t Rent | Annual | for Amoun
ly) t Sales Cumul | oint oint oint oint ized Curren |t
ative Percen |t
Sales t Rent | Period
6 40,000. | 1,850,0 | 3,700,0 | 45,000. | 40,000. | 105,00 | 28,000. | 218,00 | 109,00 | 15,966. | 15,966.
00 00.00 00.00 00 00 0.00 00 0.00 0.00 67 67

Modified Cumulative Method

Y TD sales amount including current period sales will be used to calculate percent rent. This calculation
method will always have one sales category. The following calculation shall be used when calculating percent
rent:

Get the highest breakpoint that the total sales amount is reached. Apply the highest breakpoint to the entire
sales amount that exceeds the first breakpoint. The Y TD bill amount excluding current period will be
deducted from the total bill amount to get current period's bill amount.

The YTD sales amount is equal to sum of sales amount from first period to current period. Note: The=YTD
sales amount includes current period's sale amount.

If the Operator is Percent then:
« |f YTD Sales Amount is between First breakpoint range, then:

First breakpoint's YTD Billable Amount = (Y TD Sales amount — First breakpoint's from amount) * First
breakpoint's Percent

« |f salesamount is between Nth breakpoint range, then:

Nth breakpoint's Y TD Bill Amount = (YTD Sales amount — First breakpoint's From amount) * Nth
breakpoint's Percent

If the Operator is Amount, then:
» If YTD Sales Amount is between First breakpoint range, then:
First breakpoint's YTD billable Amount = First Breakpoint's Fixed Amount
« |f YTD salesamount is between Nth breakpoint range, then:
Nth breakpoint Y TD Billable Amount = Nth breakpoint's fixed amount
If the Operator is Both, then:
« |f YTD Sales Amount is between First breakpoint range, then:

First Breakpoint's YTD Billable Amount = (YTD Sales amount — First breakpoint's from amount) * First
breakpoint's Percent + First Breakpoint's Fixed Amount

« |f YTD salesamount is between Nth breakpoint range, then:

Nth breakpoint Y TD Billable Amount = (Y TD Sales amount — First breakpoint's From amount) * Nth
breakpoint's Percent + Nth breakpoint's fixed amount
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Total YTD Billable amount = First breakpoint's Y TD bill amount + .... +Nth Breakpoint Y TD Bill Amount
Current period's billable amount = total YTD billable amount — previous Y TD bill amount

If the total bill Amount isless than minimum fee, then the sales overage rent shall be Zero. If the total bill
Amount is more than minimum fee, then deduct minimum fee from total bill amount to get sales overage rent.
If the total bill amount for the current period is greater than maximum fee then the maximum fee should be
charged to the tenant. In this case, percentage rent will be maximum fee less minimum fee.

When sales amount exceeds a breakpoint, then the breakpoint will have maximum billable amount and it is
equal to: (Breakpoint's To amount - Breakpoint's From amount) * Breakpoint's percent when operator is
per centage

Breakpoint's fixed amount when operator is fixed: (Breakpoint's To amount - Breakpoint's From amount) *
Breakpoint's percent + Breakpoint's fixed amount when operator is Both
Modified Cumulative Calculation Example

Assume the minimum is 2,500 USD and the maximum is 50,000 USD.

Breakpoints.

From Breakpoint To Breakpoint Operator Percent

200,000.00 600,000.00 Percent 9

600,000.01 1,000,000.00 Percent 8

1,000,000.01 1,500,000.00 Percent 7

1,500,000.01 99,999,999,999,999,900,00 | Percent 4

0,000.00

Sales reported by tenant:

Period Sales Cumulati | 1st 2nd 3rd 4th Percent | Rentfor | Rent

(Monthly | Amount | ve Sales | Breakpoi | Breakpoi | Breakpoi | Breakpoi | Rent Current Amount

) nt nt nt nt Period

1 100,000. | 100,000. | NA NA NA NA 0 0 2,500.00
00 00

2 200,000. | 300,000. |9,000.00 [ NA NA NA 9,000.00 | 6,500.00 | 6,500.00
00 00

3 60,000.0 | 360,000. | 14,400.0 | NA NA NA 14,400.0 | 5,400.00 | 5,400.00
0 00 0 0

4 350,000. | 710.000. NA NA NA
00 00 40800.00 40,800.0 | 26,400.0 | 26,400.0

0 0 0
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Period Sales Cumulati | 1st 2nd 3rd 4th Percent Rent for | Rent
(Monthly | Amount | ve Sales | Breakpoi | Breakpoi | Breakpoi | Breakpoi | Rent Current Amount
) nt nt nt nt Period
5 1,100,00 |1,810,00 | NA NA NA
0.00 0.00 64,400.0 | 64,400.0 | 23,600.0 | 23,600.0
0 0 0 0
6 40,000.0 | 1,850,00 | NA NA NA 1,600.00 | 2,500.00
0 0.00 66,000.0 | 66,000.0
0 0

Partial Year Pro Rata Method

In a specialized billing reconciliation, property owners use the lease period as a cutoff date. Therefore, any
tenant who movesin or out within the lease period can be charged a prorated share of the sales for the partial
period. For calculating the prorated rent amount, the sales data for the period of one year beginning from
lease commencement date will be considered. In the case of last period, the sales data for the period of one
year ending on lease termination date will be used for calculating rent. System will use the following formula
for calculating the rent amount:

» First period = Rent calculated as per breakpoints* (Next period begin date — Lease Commencement date)
/ (Number of daysin the year)

» Last period = Rent calculated as per breakpoints * (Lease Termination date - previous period End Date) /
(Number of days in the year)

If the prorate first and last period Partial Y ear Proration flag is checked on the Percent Rent Terms page, then
first and last period percentage rent will be calculated by this method. Rent cal culated as per breakpoint will
be as per the calculation method selected on the lease. The partial year prorata feature can be used only with
annual calendars. In the formula mentioned above, by default, if the partial year proration checkbox is
checked then the number of days in the denominator would be same as actual number of daysin the year
(365/366). If on financial terms page the user has selected the 360 days proration method, then in that case the
denominator value in formula mentioned above will be 360.

Partial Year Pro Rata Calculation Example

Assume the minimum is 2,500 USD and the maximum is 50,000 USD.

Breakpoints:

From Breakpoint To Breakpoint Operator Percent

200,000.00 600,000.00 Percent 9

600,000.01 1,000,000.00 Percent 8

1,000,000.01 1,500,000.00 Percent 7

1,500,000.01 99,999,999,999,999,900,00 | Percent 4
0,000.00

Sales reported by tenant:
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Period | Sales Annual | 1st 2nd 3rd 4th Percen | De- Rent Prorati | Final
(Yearly | Amoun | ized Breakp | Breakp | Breakp | Breakp |t Rent | Annual | Amoun | on Rent
) t Sales oint oint oint oint ized t Ratio

Bill

Amoun

t

2006 1,200,0 | 1,200,0 | 36,000. | 32,000. | 14,000. | NA 82,000. | 82,000. | 6,833.3 | 0.59 4,006.3
3

00.00 |00.00 |00 00 00 00 00 9
2007 2,400,0 | 2,400,0 | 36,000. | 32,000. | 35,000. | 36,000. | 139,00 | 139,00 1
00.00 |[00.00 |00 00 00 00 0.00 0.00 11,583. 11,583.
33 33
2008 720,00 | 720,00 | 36,000. [ 9,600.0 | NA NA 45,600. | 45,600. | 3,800.0 | 1 3,800.0
0.00 0.00 00 0 00 00 0 0
2009 4,200,0 | 4,200,0 | 36,000. | 32,000. | 35,000. | 108,00 (211,00 | 211,00 1
00.00 |00.00 |00 00 00 0.00 0.00 0.00 17,583. 17,583.
33 33
2010 14,400, | 14,400, | 36,000. | 32,000. | 35,000. | 516,00 | 619,00 | 619,00 1 50,000
000.00 | 000.00 |00 00 00 0.00 0.00 0.00 50,000. .00
00

2011 480,00 | 480,00 | 25,200. [ NA NA NA 25,500. [ 25,500. | 2,100.0 | 0.58 1,219.7
0.00 0.00 00 00 00 0 2

Lease Pro Rata Method

This method uses two levels of breakpoints: Lease level and Sales reporting categories level. Lease level
breakpoints will be used to calculate total bill amount on total sales of all categories. Category level
breakpoints will be used to distribute bill amount by category.

Y TD sales amount that includes current period sales will be used to cal culate percent rent. Sales amount will
be sum of all sales categories sales amount. The sales amount shall be annualized by multiplying the no. of
periods in acalendar year divided by no. of sales periodsincluded in YTD sales.

Lease level breakpoints will be applied to annualized cumulative sales to calculate percent rent amount. The
rent amount will be de-annualized by dividing calculated rent by the no. of periodsin acalendar year and then
multiplying the same by number of sales periodsincluded in YTD sales. To calculate current period bill
amount, the previous periods Y TD bill amount will be reduced from the amount calculated inn the step

above.

If rent amount for the current period is less than the minimum fee then minimum fee will be charged to tenant
as percentage rent. If rent amount for the current period is greater than maximum fee then maximum fee will
be charged as percentage rent.

This method does not categorize the rent as minimum and percentage rent. For this method, the total rent
amount will be distributed by categories.

To prorate the total bill amount among the categories:

» YTD sales amount for the category will be used for calculation.
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» The category's sales amount will be annualized by multiplying the no. of periodsin a calendar year
divided by no. of sales periodsincluded in YTD sales.

» Category level breakpoints will be applied to annualized cumulative salesto get the category's bill
amount. This calculation will be performed for all categories.

» Thetotal rent amount will be distributed among sales categories using ratio of amount calculated in step
above. If none of the category has reached its breakpoint then the rent amount will be distributed in ratio
of cumulative salesfor al categories.

Get the total sales amount by summing up all sales categories sales.
Calculatethe YTD (Y ear-To-Date) sales by summing up all sales from first period to current period.

Annualizethe YTD sales. Annualized YTD sales= YTD sales* (Tota periodsin fiscal year / No. periodsin
YTD sales).

If the Operator is Percent then:
« |If annualized YTD Sales Amount is between First breakpoint range, then:

First breakpoint Billable Amount = (Annualized Y TD Sales amount — First breakpoint's from amount) *
First breakpoint's Percent

« |If annualized YTD sales amount is between second breakpoint range, then:

Second breakpoint's Billable Amount = (Annualized Y TD Sales Amount — Second Breakpoint's From
Amount) * Second breakpoint's Percent

« |If annualized YTD sales amount is between Nth breakpoint range, then:

Nth breakpoint's Billable Amount = (Annualized Y TD Sales amount — Nth breakpoint's from amount) *
Nth breakpoint's Percent)

If the Operator is Amount, then:
« |If annualized YTD Sales Amount is between First breakpoint range, then:
Bill Amount = First Breakpoint's Fixed Amount
« |If annualized YTD sales amount is between second breakpoint range, then:
Bill Amount = (First Breakpoint maximum Bill Amount + Second Breakpoint's Fixed Amount)
» If annualized YTD sales amount is between Nth breakpoint range, then:

Bill Amount = (First breakpoint's maximum bill amount + Second breakpoint's maximum bill amount
+....+(n-1) breakpoint's maximum bill amount + Nth breakpoint's fixed amount)

If the Operator is Both, then:
« If Sales Amount is between First breakpoint range, then:

First breakpoint's Billable Amount = (Annualized Y TD Sales amount — First breakpoint's from amount) *
First breakpoint's Percent) + First Breakpoint's Fixed Amount
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» |f salesamount is between second breakpoint range, then:

Second breakpoint's Billable Amount = (Annualized Y TD Sales Amount — Second Breakpoint's From
Amount) * Second breakpoint's Percent + Second Breakpoint's Fixed Amount)

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint Billable Amount = (Annualized Y TD Sales amount — Nth breakpoint's from amount) *
Nth breakpoint's Percent + Nth breakpoint's fixed amount

Total annualized Y TD Billable amount = First breakpoint's billable amount + Second breakpoint's billable
amount +.... + Nth Breakpoint Billable Amount

De-annualize the above value to get Y TD billable amount. Y TD billable amount = Total annualized YTD
billable amount * (No. periodsin YTD sales/ Total periodsin fiscal year)

Subtract the Previous period Y TD bill amount to get the current Total Bill amount.

Prorate the Total bill amount among all the sales categories using the following method:

« Cadculatethe YTD (Year-To-Date) sales by summing up a category's sales from first period to current
period.

« Annualizethe category YTD sales. Annualized YTD category sales = category YTD sales* (Total
periods/ No. periodsin YTD sales).

Apply the category level breakpoints:
If the Operator is Percent then:
« |f annualized YTD category Sales Amount is between First breakpoint range, then:

First breakpoint Billable Amount = (Annualized Y TD category Sales amount — First breakpoint's from
amount) * First breakpoint's Percent

« |f annualized YTD category sales amount is between second breakpoint range, then:

Second breakpoint's Billable Amount = (Annualized Y TD category Sales Amount — Second Breakpoint's
From Amount) * Second breakpoint's Percent

« |f annualized YTD category sales amount is between Nth breakpoint range, then:

Nth breakpoint's Billable Amount = (Annualized Y TD category Sales amount — Nth breakpoint's from
amount) * Nth breakpoint's Percent)

If the Operator is Amount, then:

» If annualized YTD category Sales Amount is between First breakpoint range, then:
First Breakpoint's category Billable Amount = First Breakpoint's Fixed Amount

« |If annualized YTD category sales amount is between second breakpoint range, then:
Second Breakpoint's category Billable Amount = Second Breakpoint's Fixed Amount
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« |f annualized YTD sales amount is between Nth breakpoint range, then:
Nth breakpoint's category Bill Amount = Nth breakpoint's fixed amount

If the Operator is Both, then:
« If annualized YTD category Sales Amount is between First breakpoint range, then:

First breakpoint's category Billable Amount = (Annualized Y TD category Sales amount — First
breakpoint's from amount) * First breakpoint's Percent) + First Breakpoint's Fixed Amount

» |If salesamount is between second breakpoint range, then:

Second breakpoint's category Billable Amount = (Annualized Y TD category Sales Amount — Second
Breakpoint's From Amount) * Second breakpoint's Percent + Second Breakpoint's Fixed Amount)

» |f salesamount is between Nth breakpoint range, then:

Nth breakpoint Billable Amount = (Annualized Y TD Sales amount — Nth breakpoint's from amount) *
Nth breakpoint's Percent + Nth breakpoint's fixed amount

Annualized YTD category Billable amount = First breakpoint's category billable amount + Second
breakpoint's category billable amount +.... + Nth Breakpoint category Billable Amount

Category's bill amount = Total billable amount * Annualized Y TD category Billable amount / sum of all sales
categories annualized Y TD category billable amount.

If the total bill Amount isless than minimum fee, then the minimum rent will be charged as percentage rent.
If the total bill Amount is greater than maximum then maximum fee will be charged as percentage rent.

When sales amount exceeds a breakpoint, then the breakpoint will have maximum billable amount and it shall
equal to: (Breakpoint's To amount - Breakpoint's From amount) * Breakpoint's percent when operator is
percentage

Breakpoint's fixed amount when operator is fixed: (Breakpoint's To amount - Breakpoint's From amount) *
Breakpoint's percent + Breakpoint's fixed amount when operator is Both
Lease Pro Rata Calculation Examples

Assume the minimum is 2,500 USD and the maximum is 50,000 USD.

Breakpoints:

From Breakpoint To Breakpoint Operator Percent

500,000.00 1,000,000.00 Percent 9

1,000,000.01 1,500,000.00 Percent 8

1,500,000.01 1,500,000.00 Percent 7

3,000,000.01 99,999,999,999,999,900,00 | Percent 4
0,000.00

Method details:
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« Tenant will report sales at agreed frequency.
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» Billing for percent rent will be as per calendar defined on the percent rent term page.

« Even though sales are reported category wise the breakpoints will be applied to annualized cumulative

total salesfigure.

+ For calculating cumulative and annualized sales, all reported/estimated sales report in current year will be

considered.

« Breakpointswill be applied to annualized sales.

» Percent rent amount charged for previous period will be reduced from the calculated amount.

Sales reported by tenant:
Period | Sales Cumul | Annual | 1st 2nd 3rd 4th Percen | De- Rent Rent
(Month [ Amoun | ative ized Breakp | Breakp | Breakp | Breakp |t Rent [ annuali | for Amoun
ly) t Sales Cumul | oint oint oint oint zed Curren |t
ative Percen |t
Sales t Rent | Period
1 100,00 | 100,00 | 1,200,0 | 45,000. | 16,000. | NA NA 61,000. | 5,083.3 | 5,083.3 | 5,083.3
0.00 0.00 00.00 00 00 00 3 3 3
2 200,00 | 300,00 | 1,800,0 | 45,000. | 40,000. | 21,000. [ NA 106,00 | 17,666. | 12,583. | 12,583.
0.00 0.00 00.00 00 00 00 0.00 67 33 33
3 60,000. | 360,00 | 1,440,0 | 45,000. | 35,200. | NA NA 80,200. | 20,050. | 2,383.3 | 2,500.0
00 0.00 00.00 00 00 00 00 3 0
4 350,00 | 710.00 | 2,130,0 | 45,000. | 40,000. | 44,100. [ NA 129,10 | 43,033. | 22,866. | 22,866.
0.00 0.00 00.00 00 00 00 0.00 33 67 67
5 1,100,0 | 1,810,0 | 4,344,0 | 45,000. | 40,000. | 105,00 | 53760. | 243,76 | 101,56 | 58,533. | 50,000.
00.00 00.00 00.00 00 00 0.00 00 0.00 6.67 33 00
6 40,000. | 1,850,0 | 3,700,0 | 45,000. | 40,000. | 105,00 | 28,000. | 218,00 | 109,00 | 15,966. | 15,966.
00 00.00 00.00 00 00 0.00 00 0.00 0.00 67 67

For the following sales categories assume that the percent rent amount for the period will be distributed in
ration of amount calculated category wise on sales category breakpoint and if in any period none of the
categories exceed first breakpoint then percent rent for the period will be distributed in ratio of sales.

Food breakpoints:

From Breakpoint To Breakpoint Operator Percent

400,000.00 500,000.00 Percent 6

500,000.01 99,999,999,999,999,900,00 | Percent 3
0,000.00

Beverages Breakpoints:
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From Breakpoint To Breakpoint Operator Percent

300,000.00 600,000.00 Percent 5

600,000.01 99,999,999,999,999,900,00 | Percent 3
0,000.00

Liquor Breakpoints:

From Breakpoint To Breakpoint Operator Percent

700,000.00 1,000,000.00 Percent 9

1,000,000,01 99,999,999,999,999,900,00 | Percent 5
0,000.00

Period 1 percent rent = 5,083.33
Period rent details:

Category Cumulative Sales Annualized Sales Percent Rent Distributed Rent
and Sales Amount

Food 30,000 360,000 0 1,525

Beverages 20,000 240,000 0 1016.67

Liquor 50,000 600,000 0 2,541.67

Totals 100,000 1,200,000 0

Period 2 percent rent = 12,583.33
Period rent details:

Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Food 60,000 30,000 360,000 0 0

Beverages 50,000 30,000 300,000 0 0

Liquor 190,000 140,000 1,140,000 39,600 12,583.33

Totals 300,000 1,800,000 39,600

Period 3 percent rent = 2,500

Period rent detalls;
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Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Food 75,000 15,000 300,000 0 0

Beverages 75,000 25,000 300,000 0 0

Liquor 210,000 20,000 840,000 12,600 0

Totals 360,000 1,440,000 12,600 2,500

Period 4 percent rent = 22,866.67

Period rent details:

Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Food 180,000 105,000 540,000 7,200 3,380.70

Beverages 130,000 55,000 390,000 4,500 2,112.94

Ligquor 400,000 190,000 1,200,000 37,000 17,373.03

Totals 710,000 2,130,000 48,700

Period 5 percent rent = 50,000

Period rent details:

Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Food 600,000 420,000 1,440,000 34,200 12,787.92

Beverages 410,000 280,000 984,000 26,520 9,916.24

Liquor 800,000 400,000 1,920,000 73,000 27,295.84

Totals 1,810,000 4,344,000 133,720

Period 6 percent rent = 15,966.67

Period rent details:

Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Food 610,000 10,000 1,220,000 27,600 4,065.31

Beverages 430,000 20,000 860,000 22,800 3,358.30
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Category Cumulative Sales Amount Annualized Percent Rent Distributed Rent
Sales Sales

Liquor 810,000 10,000 1,620,000 58,000 8,543.05

Totals 1,850,000 3,700,000 108,400

Sales Estimation Methods

The PeopleSoft Real Estate Management system provides you with three sales estimation methods to assist
you in deciding the estimated sales data. Using this data helps you determine the monthly rent amount.

The three sales estimation methods are;

Past 6 Period Average: The system takes an average of sales of all prior periods up to six months,
assuming there is sales data for the last six monthsin the database.

If datais not available for all six months, it takes only the average of whatever datais available up to the
last six months. The system cannot provide an estimate if there is no datafor the last six months.

Same Period Last Year: The system takes the sales from the same period last year assuming thereis sales
data for the same period last year.

For example, if the current sales report being estimated is period 2 of 2005, then the system looks for
period 2 of 2004 to formulate an estimate. The system cannot provide an estimate if there is no datafor
the same period last year.

Prior Period: The system takes the sales for the preceding period, assuming there is sales datafor the
preceding period. The system cannot provide an estimate if there is no data for the preceding period.

Note. In addition to the sales estimation methods, the system also provides an adjustment factor that isa
percentage field, at the lease level, to assist with altering the numbers to account for slower business,
recession periods, inflation, and so on.

Adjustments to Estimated Rents

When you bill based on estimated sales, you will likely need to make adjustments, effectively changing the
actual billable rent amount. The system provides the ability to adjust the previously calculated and processed
data, as well as the ability to adjust the prior entries posted to the various subsystems. Thisis called the sales
report revision.

A change to previously processed calculated datais called an adjustment. Y ou can change sales report data
any number of times before the transactions are processed. While making an adjustment, you select the sales
type to indicate the changes that you are making. The sales type has no bearing on generating billing lines; it
isinformational only. The same billing lines are generated regardless of type and are updated at any time
throughout this process.
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When you enter the new data, the system cal cul ates the rent amount on the worksheet. However, the system

a so takes into account the last processed worksheet and compares the two to determine the amount of the
adjustment. Although the data from worksheet to worksheet is compared to determine the net difference,
doing so accurately over multiple iterations can be complicated. As aresult, the system usesthe last of the
prior worksheets to determine the amount billed. The system creates a complete reversal of the bill, sending a
negative hill entry to the same transaction code by sales category, and updates the bill with the new amounts.
For example, the original worksheet has three sales categories and three bill lines generated for billing, each
with a unique transaction code. During an adjustment process, three negative hill line entries are created for
the full amount billed, along with three new bill lines for the new full amount to bill.

On the Sales Report Details page for processed reports, the latest worksheet appears as display-only until you
click the Update Report button. The worksheet is then available for changes, and a new version is saved to
the table with a new revision number. Y ou can view all past adjustments, but adjust only the latest one.

Prerequisites

Before setting up percent rent terms, you must set up the following:
» Detail calendars for percent rent schedules.

» Calendar ID selection for the business unit.

» Salescategories.

« Transaction routing codes.

« Accounting rules.

Setting Up Percent Rent Terms

This section discusses how to enter percent rent terms.
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Page Name Definition Name Navigation Usage
Create New Lease - RE_LS TERMS e Red Egtate Enter financial terms for a
Financial Terms Management, L ease lease.

Administration,

Receivables L eases,
Create New Lease,
Financial Terms

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Maintain Lease,
Financial Terms

* Read Estate
Management, Lease
Administration,
Payables L eases, Create
New Lease, Financial
Terms

¢ Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Financial Terms

See Chapter 11, "Creating
and Maintaining L eases,"
Define Financial Terms,

page 158.

Financial Terms - Percent
Rent

RE_LS PCTRENT_SEC

Click the Percent Rent link
on the Financia Terms

page.

Enter the sales estimation
method, sales category, and
breakpoints.

Accounting Distributions

RE_LS PCT_DST_SEC

Click the Accounting
Distributions link on the
Financial Terms - Percent
Rent page.

Override the accounting
distributions defined at the
business unit level.

Accounting Distributions

RE_LS SLS DST_SEC

Click the Accounting
Distributions link on the
Financial Terms - Percent
Rent page.

Override the accounting
distributions defined on the
percent term.

Entering Percent Rent Terms

Access the Financial Terms - Percent Rent page (click the Percent Rent link on the Financial Terms page).
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Financial Terms 0000000086 - Weekly Method

Percent Rent

Sales Estimation Method: | Past 6 Period Average ] Minimum Fee: | 2500.00
Sales Adjustment Factor: 1.00 Maximum Fee: | 50000.00
Payee: [Multi Media Corp @, Calendar: [Monthly @,
[l partial Year Proration Calculation Method: | Weekly Sales |
Reference: | Accounting Distribution

Lease Breakpoints

| Add Sales Category | Calculate Breakpoints |

Sales Reporting Categories Find First B gor1 O st
Sales Category:  [Clothing @ =

| Add Effective Date | Accounting Distribution

Breakpoints Effective Date Find First Kl 1.0r1 I Last
Effective From: 08/16/2009 |[3y Effective Status: =
~ Add Breakpoint

s

First KF 14 of 4 I¥ L ast

Customize | Find | B | B

From Breakpoint To Breakpoint *Operator Amount Percent
| 50,000.00 150,000.00 | Percent | | | | 9.00|[]
| 150,000.01 500,000.00 | Percent | | | | 800 []
| 500,000.01 1,000,000.00 |Percent v | | | 700 [=]
| 1,000,000 01 99,999,999,999,999,999,999,999.99 | Percent v | | | 400 [=]

Financial Terms — Percent Rent page

Sales Estimation Select a sales estimation method. The system uses this method for estimating the
Method sales, in the absence of a sales report. The options are

Past 6 Period Average: An average of sales of all prior periods up to six months.
Prior Period: Salesfor the preceding period.
Same Period Last Year: Sales of the same period last year.

Sales Adjustment Factor Select a sales adjustment factor. This percentage field assists with atering the
numbers to account for slower business, recession periods, inflation, and so on.

Set the adjustment factor to 1.0 if you do not want any adjustment done to the
sales estimation.

Payee Enter the entity to whom you make payments. The system uses the landlord as
the default. Thisfield appears only for payables leases.

Payor Enter the entity that is responsible for making payments. The system uses the
tenant as the default. Thisfield appears only for receivables leases.
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Partial Year Proration

Minimum Fee

Maximum Fee

Calendar

Chapter 15

Select this checkbox if atenant has moved in or out within afiscal year that is
specified in the system. If the prorate first and last period Partial Y ear Proration
field is checked on the Percent Rent Terms page, then first and last period
percentage rent will be calculated by this method. Rent calculated per breakpoint
will be the calculation method selected on the lease.

Note. System will allow only the Annual calendar if the Partial Y ear Proration
field is selected.

Enter the minimum amount to be charged for the entire percent rent. If the
minimum is not met, the amount is increased to the minimum level.

Note. If the amount calculated based on sales reported by payor and breakpoints
is less than the minimum fee, then the minimum fee amount is spread across the
sales categories in the ratio of the calculated bill amount.

Enter the maximum amount to be charged to the entire percent rent. If the
maximum is exceeded, the amount is reduced to the maximum level.

Note. If the amount cal culated based on sales reported by payor and breakpoints
is greater than the maximum fee, then the maximum fee amount is spread across
the sales categoriesin the ratio of the calculated bill amount.

Enter the calendar ID, which determines the frequency with which you report or
receive sales reports. Percent rent sales reporting uses a specific calendar with
distinct periods and start and end dates. In addition, this calendar structure
enables the system to search for and determine when sales reports are missing, as
well asto prevent duplicate sales reports for the same period. The system uses
the percent rent calendar ID value from the from the business unit level, but you
can override this value at the least level.
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Calculation Method Thisisarequired field. Select from the following:

Category Based: The rent amount for the category is calculated by using
breakpoints defined for sales reporting categories and the rent amount for all
categories will be summed up to calculated overall percent rent. This method
will not use lease level breakpoint.

Cumulative: The system will apply breakpoints on Y ear-to-date (Y TD) sales
amount and deduct prior Y TD percent rent charges to calculate the current
period percent rent.

Cumulative Pro Rata: The system will annualize the Y TD sales amount. The
system applies breakpoints, de-annualizes, and subtracts previous Y TD rent
to get the current period percent rent.

Each Period: The system will annualize the sales amount. It applies the lease
breakpoints and de-annualizes to calculate the percent rent.

Lease Pro Rata: The system will use |ease breakpoints to determine a billable
amount and then distribute the percent rent among sales categories to prorate
the billable amount. The calculation methodology is same as Cumulative Pro
Rata. For this method both lease level and category level breakpoints are
required. Lease level breakpoints will be used to calculate the total percent
rent charge.

Modified Cumulative: The system will apply the highest breakpoint on YTD
sales that exceeds first breakpoint. The system deducts the prior Y TD percent
rent to get the current percent rent.

Weekly Sales. The system will use the sales amount of aweek to calculate the
percent rent.

Accounting Distribution Click thislink to access the Accounting Distribution page and to override the
default rules defined at the business unit level.

Lease Breakpoints

Thefieldsin this group box only appear if Lease Pro Rata is selected as the cal culation method.

The breakpoints will be available for edit only when the lease isin a pending or amendment status.

Add Lease Breakpoint  Click to add an additional breakpoint.

Calculate Breakpoints ~ The Calculate Breakpoints button will calculate the To Breakpoint value for each
row.

From Breakpoint
To Breakpoint
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Operator

Amount

Per cent
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Enter the operator to use for the calculation of rent based on the sales amount.
These are the options:

Amount: Specifiesthat afixed amount be applied as rent within a breakpoint for
asales category.

Note. If you select this option, you must enter avalue in the Amount field.

Percent: Specifiesthat a percentage of the amount be applied as rent within a
breakpoint for a sales category.

Note. If you select this option, you must enter avaluein the Percent field.

Both: Specifies that both a fixed amount and a percentage of the amount be
applied as rent within a breakpoint for a sales category.

Note. If you select this option, you must enter values in the Amount and Percent
fields.

Enter aflat rent amount to be charged.

Note. Thisisarequired field if the Operator field is set to Amount or Both. Y ou
must enter a base amount for billing or payment.

Enter the percentage to be applied to the sales amount to calculate the rent.

Note. Thisisarequired field if the Operator field is set to Percent or Both.

Sales Reporting Categories

Add Sales Category

Accounting Distribution

Calculate Breakpoints

Sales Category

Add Breakpoint

Click to add an additional sales category in the group box.

Click thislink to access the Accounting Distribution page and to override the
default rules defined on the percent rent term. The accounting distribution can be
defined at the header level aswell as for each category. First, the category level
accounting distribution is considered. If no accounting rules are defined for the
category, then the accounting distributions for the header are used.

Click to calculate breakpoints. If you have multiple breakpoints, the system
calculates the To Breakpoint from the data entered into the From Breakpoint.

Select a sales category to classify sales reports. Y ou can select only from active
sales categories.

See Chapter 8, "Structuring Leases," Defining Sales Categories, page 86.

Click to add an additional breakpoint for the sales category.
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Breakpoints

From Breakpoint Enter the starting amount for the break. For the first break, this value appears as
0. You use breakpoints within each of the sales categories to facilitate assigning
of rent based on the sales.

To Breakpoint Displays the maximum sales amount allowed within the break. The system
determines this value based on the next breakpoint entered when you click the
OK or Calculate Breakpoints button.

Operator Enter the operator to use for the calculation of rent based on the sales amount.
These are the options:

Amount: Specifies that a fixed amount be applied as rent within a breakpoint for
asales category.

Note. If you select this option, you must enter avalue in the Amount field.

Percent: Specifiesthat a percentage of the amount be applied as rent within a
breakpoint for a sales category.

Note. If you select this option, you must enter avalue in the Percent field.

Both: Specifies that both a fixed amount and a percentage of the amount be
applied as rent within a breakpoint for a sales category.

Note. If you select this option, you must enter values in the Amount and Percent
fields.

Amount Enter aflat rent amount to be charged.

Note. Thisisarequired field if the Operator field is set to Amount or Both. You
must enter a base amount for billing or payment.

Per cent Enter the percentage to be applied to the sales amount to calculate the rent.

Note. Thisisarequired field if the Operator field is set to Percent or Both.

Reporting Sales and Calculating Percent Rent

This section provides an overview of sales reporting and percent rent calculation and discusses how to:

» Search for sales reports.
« Find missing sales reports.

» Create new sales reports and calculate percent rent.
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» Import salesreports.

Understanding Sales Reporting and Percent Rent Calculation
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When setting the percent rent termsin alease, the sales reports form the basis that the system uses to
calculate rent. After you set the percent rent terms and activate the lease, you begin working with the tenant
sales reports to periodically generate the rent invoices.

Y ou collate, enter, and revise all reported sales figures for the past period in the Report Sales - Sales Report
Details page. This page enables you to enter estimated or actual figures, and the system cal cul ates the
appropriate rent amount, taking into consideration the percentage breakpoints and base rent setup. The system
uses the percent and fixed amount selection and enters a fixed amount for every breakpoint row.

Note. You can select a calendar for alease that suits your billing frequency. If the tenant reports salesin a
different frequency than billing, you must collate and convert this datato match the billing frequency outside
of the system prior to using this workshest.

The system popul ates the categories that are set up in the lease by default. Y ou cannot add any additional
rows for categories because they have to be set up on the lease to exist on the worksheet to provide
validations.

Y ou can isolate missing sales reports. For the missing reports, you can enter estimated information. Based on
the sales estimation method and the adjustment factor that you sel ected while setting up the percent rent
terms, you can estimate the sales.

After bringing the data from the estimation tools into the worksheet, the system enables you to adjust the
calculated data. If the system is unable to generate an estimate, it displays awarning indicating the reason.
Once you are satisfied with the estimate, you can click Create Pending Invoice in the worksheet and initiate
the transfer to Billing or PeopleSoft Payables for further processing. Asin normal sales reporting, the system
saves the estimates along with the date, time, and user ID to the database for historical purposes.

Importing Sales Reports

Y ou can populate the into the Report Sales - Sales Report Details page by importing the sales reports from a
file. Before you can import sales reports, you must set up the URL path for attachments and configure the
salesreport file format.

Access the URL Maintenance page for the RE_ ATTACHMENTS identifier and enter the URL in the format
ftp://< username>: < passwor d> @< machinename>/directory name. The user name and password are critical,
as the system uses these to connect all usersto the FTP server. The <machinename> is the physical hame by
which the FTP server isidentified on the network. Y ou can include the directory name on the server where
the sales report attachments are stored, or you can store the sales report attachments in the root directory of
the FTP server. If you store the resume attachments anywhere but the root of the FTP server, you must
append the directory name to the URL.

To populate the Report Sales - Sales Report Details page, the system uses data from the file along with lease
datathat already exists.

This table contains the record fields that the file must contain along with the structure of the fields:

Record Field Field Description Type Length Required

BUSINESS UNIT Business Unit Char 5 Y
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Record Field Field Description Type Length Required
LSE_NBR Lease Number Char 10 Y
FISCAL_YEAR Sales Year Nbr 4 Y
ACCOUNTING_PERIOD | Sales Period Nbr 3 Y
CHG_GRP_CD Category Code Char 10 Y
SLS AMT_TYPE Sales Amount Type Char 1 Y
SLS CURR_CD Sales Currency Code Char 3 Y
SLS AMT Sales Amount Signed Nbr 233 Y

The system accepts only the translate values for the Sales Amount Type field. These are the valid values with
their descriptions:

« 1. Reported
« 2 Estimated
e 3 Actud

e 4 Audited

Thefile layout uses the comma separated value (CSV) format and is mapped to the sales report file received.
The file contains eight fields to map the sales report data received and rest of the information to create a sales
report isretrieved from the corresponding lease.

This table contains sampl e data that the sales report file should contain. Y ou cannot change the order of
fields and the values must be separated by commeas.

Business | Lease Sales | Sales | Category Code Sales Sales Sales Amount
Unit Number Year Period Amount Currency
Type

US001 US-NVV- | 2006 05 FOODSALE 3 uUSsSD 10000
03

US001 US-NVV- | 2006 05 SPORTS 3 usD 5023.75
03

US001 US-NVV- | 2006 05 ELECTRONIC 3 uUSsSD 15000
03

US001 US-NVV- | 2006 05 PHARMACY 3 usD 10000
03
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When you change a percent rent term setup because of alease amendment, these changes are reflected during
the update of a pending sales report. The changes result in an adjustment to the sales report. The recalculation
is done automatically. The following occurs when you create a lease amendment:

« |f you want to add a category, do so when updating a pending or adjusting sales report.

» If you delete a category, the category becomes display-only to prevent changes.

If the amendment is done for a sales revision, the amendment creates only a negative amount for the

deleted category.

«  The amendment to the minimum fee or maximum fee and sal es adjustment factor impacts the total rent.

Pages Used to Report Sales and Calculate Percent Rent

Page Name Definition Name Navigation Usage
Report Sales - Sales Reports| RE_SLSRPT_SRCH . Red Estate Search for all available
Management, L ease sales reports. Create a new
Administration, sales report and import sales
Payables Leases, Enter | data.
Sales Reports
* Real Estate
Management, Lease
Administration,
Receivables Leases,
Enter Sales Reports

Report Sales - Find Missing
Sales Reports

RE_MISSING SLS

Click the Find Missing
Sales Reports link on the
Sales Reports page.

Find missing sales reports.

Report Sales - Create New
Sales Reports

RE_SLSRPT_INV

Click the Create New Sales
Reports button on the
Report Sales - Sales Reports

page.

Create new sales reports.

Report Sales - Sales Report
Details

RE_SLSRPT_INV

Click adate link on the
Report Sales - Sales Report

page.

View processed sales
reports or modify pending
sales reports.

Sales Calculation Log

RE_SLS CALC_LOG

Click the Current Total
Amount value link on the

Report Sales — Sales Report
page.

View calculation
information for the bill.

Sales Reports - Sales Report
(import)

RE_IMPORT_SLS

Click the Import Sales
Report button on the Report
Sales - Sales Reports page.

Create sales reports by
importing datafrom a CSV
file
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Searching for Sales Reports

Access the Report Sales - Sales Reports page (Real Estate Management, Receivables Leases, Enter Sales

Reports).
Report Sales
Sales Reports
Enter any information you have and click Search. Leave fields blank for a list of all values.
Search By: *Business Unit: us001 @, US001 NEW YORK OPERATIONS
Lease Number: @,
Calendar ID:
*Payee: begins with |+ o‘
Date Range: From Year: @, To Year: @,
From Period: @, To Period: @,
Search Find Missing Sales Reports
* Required Field
Report Sales
Create New Report Import Sales Report
i 4] |
) Sales Report
From Date To Date Payor/Payee s Lease Hame Status
Humber
03/01/2006 |03/31/2006 EastBay Travel 0000000029 Space 1013 - 56 Second Street Pending
04/01/2006 |04/3042006 Star Rental Group 0000000030 Space 1021 - 56 Second Street Frocessed

Report Sales - Sales Reports page

Filter search results by entering specific valuesin the fields in the Search Criteria group box. Y ou must enter
the business unit. If you enter only a business unit, the search returns all sales reports for all leases within that

business unit.

Calendar 1D

From Year

ToYear

From Period

Displays the percent rent calendar ID from the lease that you enter in the Lease
Number field. The calendar provides a set structure to the periods and facilitates
the system'’s ability to search for missing sales reports. The calendar provides the
start and end dates of each period so that the system can keep track of sales
reports and assist with locating missing sales.

Select the year to define the start of the date range for the search criteria,
Select the year to define the end of the date range for the search criteria.

Enter the starting period to be included in the search criteria. The periods match
the dates created for this detail calendar.
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To Period Select the last period to be included the search criteria. The periods match the
dates created for this detail calendar.

Find Missing Sales Click to access the Report Sales - Find Missing Sales Reports page on which you

Reports can enter criteriato search for missing sales reports.

Create New Report Click to create a new sales report.

Import Sales Report Click to import reported sales data reported from a CSV file.

Finding Missing Sales Reports

Access the Report Sales - Find Missing Sales Reports page (click the Find Missing Sales Reports link on the
Sales Reports page).

268 Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 15

Setting Up and Calculating Percent Rent

Report Sales

Find Missing Sales Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
=001 2, US001 NEW YORK OPERATIONS

Search By: “Business Unit:

Lease Number: Gy

Calendar 1D

Payee: =| begins with |« | @,
Date Range: From Year: I_Cg To Year: I_Cg

From Period: [ ey ToPeriod: | @
Cinclude Estimated Sales
| Search Find Existing Sales Reports

* Required Field
Missing Sales

: Generate Estimated Sales

First | 1-100 of 1818

Customize | Find | View 100 | B |

Lease Number Fiscal Year Period From Date To Date Last Report Date  Report Type
{7 0000000009 1997 1,01/011997 014311997 Missing )
{7 0000000009 1997 2/ 02/01M1997 021281997 Missing
(> 0000000009 1997 3/03/011997 031311997 Missing _—
(0000000009 1997 4/04/011997 047301997 Missing
(7 0000000009 1997 5 05011997 05311997 Missing

Report Sales - Find Missing Sales Reports page

The system displays al of the missing sales reports based on the search criteria that you enter, regardless of
lease status.

Include Estimated Sales Select to include estimated sales reports in the search results for missing sales
reports. Normally, searching for missing sales reports only searches for periods
that have no data; selecting this box handles any estimated sales reports as
missing sales because the tenant did not provide the data.

Find Existing Sales
Reports

Select to return to the Report Sales - Sales Reports page to search for existing
salesreports.

Generate Estimated Click to generate a new estimated sales report for the selected lease. Estimates
Sales are based on the cal cul ation method defined at the business unit level, such as
Past 6 Period Average.

Last Report Date

Report Type

Displays the last date entered for a sales report for this lease.

Displays the report type, either Missing or Estimated.
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Creating New Sales Reports and Calculating Percent Rent
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Access the Report Sales - Create New Sales Reports page (click the Create New Sales Reports button on the
Report Sales - Sales Reports page).

Report Sales

Sales Period:
Fiscal Year: 2007
Accounting Period: 1

Partial Year Proration

01/01/2007 - 01/31/2007

Create New Sales Report

Business Unit: Report Status: Pending

Currency Code: usD
Calculation Method:

Lease Number:

Payee: Western Life and Annuity Cumulative Pro Rata

Create Pending Payments

Revision: 0
Minimum Fee: 1.00 Maximum Fee:  500,000.00 Estimate Method: Prior Period
B 4] ]
; *Sales Rate Converted Sales .

Category Hame Type Sales Amount T Detail e Currency Bill Amount
Toys Reported |~ 0.00 |UsD @ b2 usD

Calculate Current Total Sales: 0.00 USD

Current Total Bill: 0.00 usD

Sales Report
Created By:

Created On:

Last Updated By:
Last Updated On:

Submitted By:
Submitted On:

Report Sales — Create New Sales Report page

Sales Period
Fiscal Year
Accounting Period

Partial Year Proration

L ease Number

Payee

Payor

Calculation Method

Displays the date range for this sales report.
Displays the year to which this accounting period refers.
Displays the accounting period for this sales report.

This checkbox is selected if you selected partial year proration on the Financial
Terms — Percent Rent page.

Click to access the Financia Terms - Percent Rent Details page on which you
can view the breakpoints for this lease.

Displays the entity to whom you make payments. This field appears only for
payables |eases.

Displays the entity that is responsible for making payments. This field appears
only for receivables |eases.

Displays the calcul ation method selected on the Financial Terms — Percent Rent
page.
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Revision

Type

Sales Amount

SE¥
<

Converted Sales
Amount

Calculate

Current Total Sales

Current Total Bill

Create Pending I nvoice
or Create Pending
Payment

Setting Up and Calculating Percent Rent

Displays the latest revision number. Shows the number of adjustments for this
period.

Select the type of sales reporting figures being entered. Y ou can change the type
with an amendment if more accurate numbers are determined. The type enables
you to classify the sales report by the values defined. The system delivers four
values that you can use interchangeably. Y ou can use any combination of these
values.

Estimated: The estimated figure is either generated by the system or entered on
behalf of tenant estimates. When the system generates a sales estimate, this value
is automatically defaulted on the estimated row.

Reported: The figureis reported by tenant, but with possibly no documentation.
Actual: The tenant provides documentation of the actual figures.

Audited: The tenant provided an audited report or the landlord sent an auditor in
to audit the figures.

Note. If you change the type from Estimated to any of the other values, you
cannot change it back to Estimated.

Enter the sales amount based on the type that you select for the Type field.

Click the Exchange Rate Detail icon to access the View Exchange Rate Detail
page on which you can view the details of the exchange rate that the system used
to calculate the converted sales amount.

Displays the sales amount converted back to the base currency of the lease.

Click to calculate the bill amount based on the converted sales amount and the
breakpoint using percent, amount, or both. Y ou can enter different sales amounts
to calculate and recal cul ate the billing amount until the calculated bill amounts
are acceptable to you.

Displays the amount to be billed or the amount to be paid depending on the type
of lease that you are using. The system cal culates the amount from the percent
rent terms.

Click thislink to access the Sales Calculation Log page.

Note. Thisvalue appears as display only for the category based method and the
|ease prorata method.

Click to calculate the rent and submit the bill amount to the transaction queue for
approval. The system changes the status from Pending to Processed. If the
transaction is rejected in the billing transaction queue, the status of the sales
report changes from Processed back to Pending.
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Importing Sales Reports

Access the Report Sales - Sales Report (import) page (click the Import Sales Report button on the Report
Sales - Sales Reports page).

Report Sales
Sales Reports

Attached File | ~ Lookup File

Auto Process Sales Reports

Import Sales Report Return to Sales Report Search
Sales Report Import log Customize | Find | B | 75 First 0 1 0F1 1 Last
Business Unit Lease Humber Figcal Year w Description

Report Sales - Sales Report (import) page

Attached File Displays the name of the file that you uploaded.
L ookup File Browse through your files to locate the percent sales report and upload it to the
ftp server.

See Chapter 3, "Understanding PeopleSoft Real Estate M anagement
Implementation Issues," Defining an FTP Server for Document Attachments,

page 10.
Auto Process Sales Select this check box to enable the system to automatically calculate percent rent
Reports amounts and create transactions for the imported rows.

Import Sales Report Click to import the values of the uploaded file into a sales report.
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This chapter provides an overview of security deposits and discusses how to:

»  Set up security deposits.

» Refund security deposits.

Understanding Security Deposits

During the life cycle of alease, property damage that exceeds normal use may occur. Landlords collect a
deposit from tenants to cover such damages. Such deposits are considered security deposits.

Security deposits form part of the general information of alease. Y ou can enter the security deposit
information during the general |ease entry process. Enter each deposit as a separate row in the grid.

Y ou can define types of security deposits during the implementation of PeopleSoft Real Estate Management.
Security deposit types enabl e the system to track whether the security deposit is a charge (cash), guarantee, or
prepaid. If the deposit type is a cash deposit, then the deposit amount can generate a bill or payment
depending on whether the lease is of payables or receivables type. If the deposit type is a bank guarantee or
letter of credit, no processing is done as no cash is collected. Guarantor isarequired field for a bank
guarantee type of deposit. If the deposit type is prepaid, no processing is done when it is established, as the
security deposit transaction has already been taken care of ahead of time. During the refund process, however,
the system treats a prepaid deposit as a cash deposit, and includes it in refund processing.

If you want to increase or decrease the security deposit or change the payee or payor while the lease is active,
you must create an amendment. Y ou should handle security deposit values adjustmentsin a transactional
sense. To increase the security deposit, add another row with the incremental additional amount. To reduce
the security deposit, add another row with the amount to be reduced as a negative value. If you change the
payee or payor for the security deposit on an amendment, the system uses the new payee or payor to process
the refund.

Asthe landlord, you can refund the security deposit to the tenant if the damages to be collected do not exceed
the amount of the deposit and a cash deposit from the tenant is outstanding when alease is terminated. During
the refund process, you can also add interest to the deposit amount or deduct for additional damages.

This table provides an example of how the system processes increases and decreases to security deposits:

Date Deposit Type Guarantor Amount (USD) Status
January 1, 2000 Cash 1000.00 Processed
March 1, 2000 Cash (500.00) Processed
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Date Deposit Type Guarantor Amount (USD) Status
May 1, 2000 Guarantee Bank of America 5000.00

May 15, 2000 Cash 250.00 Processed
May 29, 2000 Guarantee Bank of America (1000.00)

Total Cash Deposits 750.00

Total Guarantee Deposits 4000.00

Setting Up Security Deposits

274

This section discusses how to add security deposits to alease and override accounting distributions.
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Pages Used to Set Up Security Deposits

Setting Up Security Deposits

Page Name Definition Name Navigation Usage

Financial Terms - Security | RE_DEPOSIT_SEC « Rea Edtate Enter security deposit

Deposit Management, L ease information.
Administration,

Receivables L eases,
Create New Lease,
Financial Terms

Click the Security
Deposit Details link on
the Financials Terms

page.

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Maintain Lease,
Financial Terms

Click the Security
Deposit Detailslink on
the Financials Terms

page.

* Red Estate
Management, Lease
Administration,
Payables L eases, Create
New Lease, Financid
Terms

Click the Security
Deposit Detailslink on
the Financials Terms

page.

¢ Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Financial Terms

Click the Security
Deposit Detailslink on
the Financials Terms

page.

Accounting Distributions

RE_LS SEC _DST_SEC

Click the Accounting
Distributions link on the
Security Deposit Details
page.

Override the business unit
accounting rules for the
security deposit.
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Adding Security Deposits

Accessthe Financial Terms - Security Deposit page (click the Security Deposit Details link on the Financials

Terms page).

Financial Terms

Security Deposit

Payor |Alliance Group

Security Deposit

Created By: Theresa Monroe
Created On:  05/04/2006 2:33:13AM Last Updated On:  06/08/2006 11:20:58PM

0000000043 - Space 1021 - 56 Second Street

Accounting Distribution

B s H g O

Deposit Date  *Deposit Type Guarantor Deposit Amount Curr. Reference Status
05/04/2006 Guarantee Deposit VK,CK 210,000.00 USD

Total Cash Deposits: 000 wsD

Total Processed Deposits: 000  wsD

Total Guarantee Deposits: 210,000.00 USD

Last Updated By: Theresa Monroe

Financial Terms - Security Deposit page

Payee

Payor

Add Security Deposit

Accounting Distribution

Security Deposit Log

Enter the entity to whom the security deposit is paid. The system uses the
landlord as the default value. Thisfield appears only for payables |eases.

Enter the entity responsible to pay the security deposit. The system uses the
tenant as the default value. Thisfield appears only for receivables |eases.

Click to add a new security deposit. To add a new security deposit to an active
lease, you must first create an amendment.

Click thislink to override the accounting distributions set up at the business unit
level.

Use thefieldsin this group box to add a security deposit entry. The system displays al security deposit
entries for the lease with their statuses.

Deposit Date

276

Enter the date that the security deposit is added. The system provides the current
date by default.
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Deposit Type Name Enter the deposit type. The system processes the security deposit by the type
selected. Values are:

Cash Deposit: Use to capture cash deposits. The deposit statusis set to pending
for cash deposits. Upon activation of the lease, the Process Deposits button
becomes available for you to send the cash deposit to PeopleSoft Payables or
Billing for processing.

At lease expiration or termination, you can process any refunds for cash deposits
that were received through the Refund Deposits page.

Guarantee Deposit: Use to capture information from a bank guarantee or a
financial ingtitution. Because no funds were actually transferred, bank guarantees
are not included in security deposit refund processing. The deposit status is blank
for guarantees because no funds are received.

Note. If selected, you need to enter the name of the bank or financial institution
providing the guarantee in the Guarantor field.

Manual Deposit: Use to record any prepaid security deposits where processing is
not required. In some cases, a security deposit isrequired prior to the ability to
activate the lease in the system and generate a security deposit transaction. In
those cases, it is possible that an accounts payable or accounts receivable
department has already issued the security deposit outside of the PeopleSoft Real
Estate Management system; therefore, the deposit is prepaid.

The system records the prepaid security deposits that are received against the
lease but no financial processing takes place when the prepaid deposit is
established or when security deposit refunds are processed (such as when the
lease is expired or terminated). Prepaid deposits are treated as cash and are
included in refund processing to be returned through the Refund Deposits page.

Guarantor Enter the name of the guarantor. Thisfield isrequired if you select a deposit type
of Guarantee. All external contacts that are set up on any lease are listed in the
prompt for the Guarantor field.

Reference Use thisfield to enter check numbers and any additional information that relates
to the security deposit.
Status Displays the processing status of the security deposit. Values are:

Pending: The deposit statusis set to pending for cash deposits.

Pending Process: Thistemporary statusis assigned after the deposit rows are
processed and before the lease is saved. Once the leaseis saved, al the pending
rows are changed to processed.

Processed: This system displays this status after the security deposit is processed
and the lease is saved.

Refunded: The system displays this status after a deposit row is refunded. The
lease is expired through the Refund page.
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Total Cash Deposits Displays the total cash deposits (including manual deposits and cash deposits).
Any adjustments made through an amendment are reflected in thisfield. The
security deposit refund process includes only cash or prepaid deposits that have
been processed as eligible transactions for refund. The total cash deposits cannot
be negative.

Total Processed Deposits Displays the total deposits that have processed through the system. The security
deposit refund process includes only cash or prepaid deposits that have been
processed as eligible transactions for refund.

Total Guarantee Displays the total guarantee from the bank or financial institution. The security
Deposits deposit refund process ignores any guarantees.

Process Security Deposit Click to send the deposit rows to the transaction queue. This button isvisible
only when the lease is in active or holdover status. For processing deposit rows
for payables leases, al the rows in pending status are sent to PeopleSoft Payables
and the deposit rows for receivables leases are sent to Billing. When arefund
transaction isin pending status in the transaction queue, the system cannot
process another security deposit.

Overriding Accounting Distributions

Access the Security Deposit Accounting Distributions page (Click the Accounting Distributions link on the
Security Deposit Details page.)

Financial Terms 0000000043 - Space 1021 - 56 Second Street

Security Deposit - Accounting Distribution

This page is meant for overriding the default accounting rule setup at the Business Unit. Ifthe financial term is supposed to follow the Business Unit default accounting rule, this
page can be ignored.

Percentage

Area

Amount

None Use default accounting distribution for Business Unit

= 4 n
- . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Uniit Code Field Code Refe
Credit 100.00 UsS001 usb 214000
4 4

Security Deposit - Accounting Distributions page

The fields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit. All ChartFields are optional. If the ChartField values
are not overridden, the values defaulted from the business unit setup will be retained.
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Distribute By

Add Distribution

Delete Distribution

Select

Per centage

Area

Amount

Valid

Setting Up Security Deposits

Select either:

» Percentage: Select thisvalue to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term. The rent will be distributed based on the ratio of the areas.

»  Amount: Select this value to change the accounting distribution by amount
for each financia term.

» None: Select this option to use the accounting distribution set up at the
business unit level.

This button appears if you select Percentage,Area or Amount for the distribute by
value.

Click this button to insert a new distribution row.

This button appearsif you select Percentage,Area or Amount for the distribute by
value.

Select arow and click this button to delete it from this page.

This checkbox appearsif you select Percentage, Areaor Amount for the distribute
by value.

This checkbox is used to delete the distribution rows. Users can select all the
distribution rows that they want to delete and click the Delete Distribution button
to delete them.

Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.
Percentage amounts must equal 100% to be valid.

Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.
All lines must add up to the total rentable areafor the lease to be valid.

Thisfield appearsif you select Amountfor the distribute by value.
Enter the amount for this distribution line.
All lines must add up to the rent specified for the financial term.

Used to indicate a valid combination of chartfields. When activating the lease,
edit checking will be provided and the checkbox will be selected for each row
representing avalid combination of chartfields. A lease cannot be activated until
every accounting distribution is marked as valid.
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Refunding Security Deposits

This section provides an overview of security deposit refunds and discusses how to refund security deposits.

Understanding Security Deposit Refunds

When alease is expired or terminated and all outstanding payments are complete, any outstanding security
deposits must be refunded or used to cover any damages that were incurred. The refund page collects al cash
or prepaid processed deposits from the lease and includes them in the refund worksheet. Y ou can add interest
for the outstanding deposits or deduct for any damages. Once the final refund is calculated on the workshest,
you can process the refund back to the tenant. The refund can be negative or positive, meaning the tenant may
owe the landlord additional funds or the landlord needs to refund the deposit back to the tenant. If the refund
amount is positive, then the transaction is sent to PeopleSoft Payables. If the refund amount is negative, the
system creates a billing transaction for additional funds to be billed to the tenant.

Y ou can create refunds only for receivables leases. When a new refund worksheet is created, the prompt for
the lease number displays only leases that are expired and deposits in a processed state. Y ou cannot create a
new refund worksheet when there is an existing pending worksheet for the lease; however, you can append an
existing pending refund.

Note. Y ou can create an amendment for partial or full refunds before the lease is expired by adding new
deposit lines with negative amounts.

Warning! The receivables |ease must be expired before you can process a security deposit refund.

Page Used to Refund Security Deposits

Page Name Definition Name Navigation Usage
Refund Security Deposit - | RE_REFUND Real Estate Management, Process a security deposit
Final Security Deposit Lease Administration, refund.
Refund Worksheet Receivables Leases, Refund
Security Deposit
Accounting Distributions RE_LS OPEX_CTG Click the Accounting Override the accounting

Distributions link on the distributions defined at the
Refund Security Deposit - | business unit level.

Final Security Deposit
Refund Worksheet page.

Refunding Security Deposits
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Access the Refund Security Deposit - Final Security Deposit Refund Worksheet page (Real Estate
Management, Lease Administration, Receivables Leases, Refund Security Deposit).
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Refund Security Deposit

Final Security Deposit Refund Worksheet

Worksheet Number: 1 *Refund Date: (04/25/2008 E‘J Refund Status:  FPending
Lease Number: poooonoo2a Payee: Western Pacific Wholesalar
Lease Name: 9499 Sheridan Avenue Region: Western Sales Region

Add Interest | Add Deduction|

Refund Worksheet Customize | Find | £ First (1 1.2 or 2 [H L ast
Worksheet tem Amount Description

Interest | 150,00 USD | [=]
Deduction | 450,00 USD |Damaged wall =]
Total Deposits Processed 300000 USD Security Deposit Details

Total Deductions 45000  USD Caloulat |
Total Interest 14000  USD il
Amount to Refund 270000  USD

Process Refund |

Refund Worksheet
Created By:  Kenneth Schumacher Last Updated By:  Kenneth Schumacher Processed By:
Created On:  04/25/2006 11:38:058M Last Updated On:  04/25/2006 11:33:0548M Submitted On:

Refund Security Deposit - Final Security Deposit Refund Worksheet page

Refund Date Enter the date on which you want the system to process the refund. The system
uses the current date by default, but you can change this value to any future date.

Payee Displays the payee. If the amount to refund is positive, the payee is the entity to
whom the system refunds the security deposit. If the amount to refund is
negative, the payee is the entity who is responsible to pay the amount.

Add Interest Click to insert an additional worksheet item for adding interest that was accrued
for the security deposit. The system does not calculate interest for security
deposits for alease; therefore, you must track the interest manually. Y ou can
code interest to a different transaction routing code, which enables flexibility for
adistinct general ledger account.

Add Deduction Click to add deductions for damages to the property or any final chargesto be

paid by the tenant. Y ou can code deductions to a different transaction routing
code, which enables flexibility for adistinct general ledger account.

Refund Worksheet

When you click the Add Interest or Add Deduction button, the system inserts a new row in the refund
workshest.
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Worksheet Item

Total Deposits Processed

Total Deductions
Total Interest

Amount to Refund

Security Deposit Details

Calculate

Pr ocess Refund

Chapter 16

Displays Interest or Deductions, depending on whether you select the Add
Interest or Add Deduction option.

Displays the total deposits that were processed from the Security Deposits page.
The system totals al of the processed deposit amounts to cal culate this value.
When the refund worksheet isin a processed state, the system retains the value in
the worksheet and does not recalculate it.

Displays the total deductions that were added to the refund worksheet.
Displays the total interest that was added to the refund worksheet.

Displays the amount to refund or collect. The system calculates the final refund
on aworksheet that is processed back to the payee. The refund can be negative or
positive, which means that the tenant might owe the landlord additional funds or
the landlord might refund the deposit back to the tenant. If the refund amount is
positive, then the system sends the transaction to PeopleSoft Payables. If the
refund amount is negative, the system creates a billing transaction to bill
additional funds to the tenant.

Click thelink to view the security deposit log on the Security Deposits page.

Click to calculate the amount of security deposit refund. Because the security
deposit refund page uses a worksheet model for processing, you can click the
Calculate button as many times as needed to create what-if scenarios. The system
calculates the amount to be refunded as (Total Deposits Processed + Total

Interest — Total Deductions).

Note. Calculation is automatically performed when the worksheet is saved.

Click to send the refund request to the transaction queue for PeopleSoft Payables
processing. If the deductions are greater than the security deposit amount, the
system sends a request to the transaction queue for PeopleSoft Billing to send an
invoice to the tenant for additional fees. The details are sent to PeopleSoft Billing
even if the refund amount is zero.

After arefund worksheet is processed, the refund status is changed to Processed
and the worksheet becomes read-only. When there is a pending refund
transaction in the transaction queue, another refund cannot be processed.

Overriding Accounting Distributions
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Access the Accounting Distributions page (Click the Accounting Distributions link on the Refund Security
Deposit - Final Security Deposit Refund Worksheet page.)

Thefields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit.
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Distribute By

Add Distribution

Delete Distribution

Select

Per centage

Area

Amount

Valid

Setting Up Security Deposits

Select either:

» Percentage: Select thisvalue to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term. The rent will be distributed based on the ratio of the areas.

»  Amount: Select this value to change the accounting distribution by amount
for each financia term.

» None: Select this option to use the accounting distribution set up at the
business unit level.

This button appears if you select Percentage,Area or Amount for the distribute by
value.

Click this button to insert a new distribution row.

This button appearsif you select Percentage,Area or Amount for the distribute by
value.

Select arow and click this button to delete it from this page.

This checkbox appearsif you select Percentage, Areaor Amount for the distribute
by value.

This checkbox is used to delete the distribution rows. Users can select all the
distribution rows that they want to delete and click the Delete Distribution button
to delete them.

Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.
Percentage amounts must equal 100% to be valid.

Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.
All lines must add up to the total rentable areafor the lease to be valid.

Thisfield appearsif you select Amountfor the distribute by value.
Enter the amount for this distribution line.
All lines must add up to the rent specified for the financial term.

Used to indicate a valid combination of ChartFields. When activating the lease,
edit checking will be provided and the checkbox will be selected for each row
representing avalid combination of ChartFields. A |ease cannot be activated until
every accounting distribution is marked as valid.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved. 283






Chapter 17

Setting Up Options and Critical Dates

This chapter provides an overview of options and critical dates and discusses how to:
« Set up options and critical dates.

» Manage your critical date task list.

Understanding Options and Critical Dates

There are avariety of milestones and events that can occur throughout the life cycle of alease. Usually, these
events are in response to a clause or option that is written into the lease. L ease related events often require
one or more persons to carry out atask that is related to the execution of the lease, usually on or before a
critical date. The PeopleSoft Real Estate Management system provides a number of features that enable you
to manage these events and inform interested parties of the due dates of these events. The key concepts that
the system uses to track lease related events include:

» Options

An option represents areal estate related event, option or milestone. Y ou can define a common set of
options as part of your setup data. When a site acquisition request (SAR) or leaseis created or updated
you can assigh one or more of the predefined options to the SAR or lease. Y ou can then define the
notification recipients and the frequency of the notifications prior to the option date.

o Criticd date

When you associate an option to a SAR or lease you a so need to define the date the option expires. This
date istypically referred to as the critical date. Once this date has passed, the option is no longer
exercisable. To avoid missing the critical date, you can use the option date to define a start date, an end
date and optionally, any number of intermediate dates for notifications to the users. As each date occurs, a
notification is sent to the various contacts informing them of the pending option.

For example, if you have alease with an early termination option that expires on December 31, 2010 and
you want to be notified prior to the expiration of that option, you can define a critical date that begins on
September 1, 2010 and ends on December 31, 2010. Y ou can a so define intermediate notifications such
as every two weeks between the dates defined. A notification is sent to the contact every two weeks
between these dates advising the contacts that the Early Termination option expires on December 31st.
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Critical date template

Critical date templates enable you to apply similar sets of options and the associated critical dates.
PeopleSoft Real Estate Management provides a facility that enables you to preconfigure one or more
options and critical dates and organize them into atemplate. Y ou can apply the template to anew or
existing SAR or lease, and each option and critical date within the template is copied into the SAR or
lease. Critical date templates are reusable; that is, when atemplate is applied to a SAR or lease, you can
modify the options and critical dates on the SAR or lease without affecting the original template.

My Critical Dates

The potential number of critical dates generated by a portfolio can be extremely high. The PeopleSoft
Real Estate Management application provides atask list, enabling each system user to track their own
critical dates. When acritical date notification is sent to users, the system records the assignment in the
My Ciritical Dates page. Notification recipients who are external to the system, such as: landlords, tenants
and supplemental contacts, receive outbound email notification only.

Thistable lists the five major activities that are associated with the critical dates:

Activity Description

Option Setup & Maintenance Creates, updates, and del etes options. The options define

the set of possible milestones that can be tracked on a
SAR or lease within each business unit. Each option
defines a notification template to construct the notification
messages that are sent to recipients

Critical Date Template Management Creates, updates and deletes critical date templates. The

template provides a default set of options that can be
applied to any SAR or lease. Templates can also be
preconfigured with a default notification schedule and list
of the roles that need to be notified. Y ou can define any
number of templates.

Option Assignment Assigns optionsto a SAR or lease using either atemplate

or aspecific option to define or edit the critical date for
each option that you add. When you assign a single option
to aSAR or lease, you must also configure the critical
date (including the notification schedule and recipient list)
manually.

When atemplate is applied to a SAR or lease, the critical
dates are automatically set up according to the values that
are preconfigured in the template. Templates can be
cumulatively assigned to a particular SAR or lease.

Critical Date Notification Generates notifications to recipients in response to the

schedul e defined for each critical date.

Critical Date Task List Management For those recipients who are internal to the system,

describes the actions that are available to manage the list
of critical datesto which they are assigned.

Note. A previously completed critical date can be re-activated if the critical date is updated and the action
date is extended. To inactivate a critical date, deselect the Enable Notifications check box.
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Prerequisites

Before setting up critical dates for alease, you must first set up the following:

» Roletypesand lease administration roles.
» Option definitions.
» Critical date templates

See Chapter 8, "Structuring Leases," Defining Real Estate Options, page 92; Chapter 8, "Structuring L eases,”
Defining Critical Date Templates, page 97; Chapter 8, "Structuring L eases," Defining Role Types, page 101

and Chapter 8, "Structuring Leases," Defining Lease Administration Roles, page 102.

Setting Up Options and Critical Dates

This section discusses how to:

» Define options and critical dates.

« Set up critical date details and notification recipients.
« Run the Critical Date Notification process.

* Review critica dates.
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Pages Used to Set Up Options and Critical Dates

Chapter 17

Page Name Definition Name Navigation Usage

Options and Critical Dates | RE_LS OPTIONS « Rea Edtate Displaysthe list of options
Management, L ease and critical dates associated
Administration, with alease.

Receivables L eases,
Create New Lease,
Options and Critical
Dates

¢ Red Estate
Management, Lease
Administration,
Receivables L eases,
Maintain Lease,
Options and Critical
Dates

e Read Egtate
Management, L ease
Administration,
Payables L eases, Create
New Lease, Options
and Critical Dates

¢ Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Options and Critical
Dates

Options and Critical Dates -
Critical Date Detail

RE_CRDT DTL

Click the Critical Dateicon,

|@t' on the Options and
Critical Dates page

View or edit the details of
the critical date associated
with the lease option. Use
this page to both edit and
view acritical datein a
number of different modes.
When viewing an option
from atemplate, different
fields are visible when
viewing or editing the detail
that is attached to alease.

Options and Critical Dates -
E-mail Message

RE_LS OPT_EMAIL

Click the Email text link on
the Critical Date Detail

page.

Displays the text that should
accompany the email
notification.

Options and Critical Dates -
Apply Critical Date
Template

RE_TMPLT_SEL

Click the Apply Template
button on the L ease Options

page.

View thelist of available
Templates. Enables usersto
select one or more
Templates for inclusion on
alease
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Page Name Definition Name Navigation Usage

Define Critical Date RE_TMPLT_DTL . Click atemplate name link | Displays|list of options

Template on the Options and Critical | contained in the critical date
Dates - Apply Critical Date | template.
Template page.

Generate Critical Date RE_CDNT_GEN Real Estate Management, Run the process to generate

Notifications Lease Administration, critical date notificationsto
Integrations, Critical Date | recipients. Y ou can specify
Notification, Generate an as of date parameter for

Critical Date Notifications | generating the notifications.

Critical Date Inquiry RE_CRTICDT_INQ Real Estate Management, Inquire on critical dates
L ease Administration, associated with alease
Reports, Critical Date administrator or all lease
Inquiry administrators. Y ou can

view critical dates by
business unit, lease number,
|ease option, date range or
by lease administrators. If
you do not specify the
criteria, the system displays
all critical dates within that
business unit.

Defining Lease Options and Critical Dates

Access the Options and Critical Dates page (Rea Estate Management, L ease Administration, Payables
Leases, Create New Lease, Options and Critical Dates).
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General Information Einancial Terms Clauses | Motes Contacts
Action: | ..Choose Action... ~| Go Amendment; 3 Unit: USD01 Status: Active
Payables Lease: Lease Hame: Lease Type: Landlord: Location: Region:
0000000044 9499 Sheridan Avenue Retail Location 2 Western Life and HRMS Mortheast Sales @,
Annuity

Add Option Apply Template
= 4] b |

Critical Option

Option Date Name Date Status Description Enabled
01/31/2013 3]  1st Renewal Option a5 Active 1st Renewal Option =1
07/31/2013 [z | Right of First Refusal &5 Active Right of First Refusal =1
01/31/2018 [z | 2nd Renewal Option &5 Active 2nd Renewal Option =
01/31/2023 5 | 3rd Renewal Option &5 Active 3rd Renewal Option =
Lease
Created By: Theresa Monroe Last Updated By: Theresa Monroe
Created On:  07/07/2006 2:456:23AM Last Updated On:  07/07/2006 2:46:26AM
Options and Critical Dates page
Add Option Click to add new lease options and define critical date details.
Apply Template Click to select one or more templates to apply to the lease. When you select and

apply acritical date template, the critical dates that are contained in the selected
template are assigned to the |ease. The existing assigned critical dates are not
overwritten.

Lease Options

The lease options grid displays existing options and critical dates that you have established at the business
unit level or added to this lease.

Option Date Displays the date that this option expires. This dateis critical when a decision
needs to be made or an action needs to be taken for that option. For example, you
can set up alease option for availability of additional space and you have the first
right to that space. Setting up the option with the critical date reminds you that an
action needs to take place on or before the specified date.

|-§aﬁ Critical Date Click the Critical Date icon to access the Options and Critical Dates - Critical
Date Detail page on which you can view or edit the details of the critical date and
specify the notification schedule and recipient list.
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Option Status

Enabled

Setting Up Options and Critical Dates

Displays the status of the option. The values are:

Inactive: The critical date schedule for the option isinactive; no notification will
be sent.

Active: Critical date notifications are processed when you run the critical date
notification process. The lease options becomes active after you enable
notifications on the Options and Critical Dates - Critical Date Detail page.

Expired: The option date is passed, notifications will not be sent.

Indicates whether the schedule that is defined by the critical date has been
enabled. The system enables the option after it validates the schedule and
recipient details. The system sends notifications only for active critical dates that
are enabled and have one or more recipients with valid email addresses.

Note. If the lease status is Cancelled or Closed, this page is display-only. For any other lease status value, the
system displays the page in update or edit mode.

Setting Up Critical Dates Details and Notification Recipients

Accessthe Critical Date Detail page (click the Critical Date icon on the Options and Critical Dates page).
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Options and Critical Dates 0000000011 - 9499 Sheridan Avenue

Critical Date Detail

Option Name: 15t Renewal Option

Option Date:  [01/31/2013 |[5)

Message Text: 15t Renewal Option Ed

Email text

Schedule Details

Enable Notifications
Send initial notification...

® | 120 [Days |w prior to Option Date
) On the Lease Start Date

 On a Specific Date El
5 T | —————

o T
Customize | Find | B | 3 frat B qorq O Last

*Role Email notify Taszklist Hame Dizplay
SVP Real Estate @, Kenneth Schumacher =]
Critical Date

Created By: Kenneth Schumacher Last Updated By: Kenneth Schumacher

Created On:  11/19/2004 6:40:05FM Last Updated On:  11/20/2004 10:19:404M

Options and Critical Dates - Critical Date Detail page

Click the Add Options button.

Option Name Select the option for which you want to establish for acritical date. Thisisa
required field.
Option Date Enter the date that this option occurs or expires. The date that you enter must

occur on or after the current date and cannot occur before the lease
commencement date. Thisisarequired field.

M essage Text Enter the text to insert into the email notification that is defined in the Lease
Option Setup page.

Note. Y ou must include the %M SG% tag in the mail template of the option in
order to have this text appear in the generated email.

See Chapter 8, "Structuring Leases,” Defining Lease and SAR Option Mail
Templates, page 94.
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Email Text Click to display a sample of the email content that is generated and sent to
recipients. Y ou cannot edit the email text from thisview. The email text is
specified when you define the |ease option during setup. Y ou may, however,
tailor the Message Text field to customize the message for this specific lease.

Schedule Details

Enable Notifications Select to enable email notifications.

Send initial notification Select the option for sending initial notifications. Critical date notifications
operate within a date range. The optionsin this group determine the timing of the
start date. Optionsinclude:

Prior to Option Date: Use this option to begin notifications on a specific number
of days, months or years before the option date.

On the Lease Start Date: Use this option to begin sending notifications from the
lease Commencement Date field that is specified in the General Information page
for lease maintenance.

On a Specific Date: Use this option to begin sending notifications on a specific
date. The date that you select must be prior to the option date.

Recurring — Send Recurring Notifications

Never Usethis option if the notification is not recurring. For example, only one
notification is sent on the date that is specified by selecting Send Initial
Notification.

Daily Select this option to generate notifications on adaily interval. For example,

setting the number value to one generates a notification every day from the initial
notification until the option date occurs.

Weekly Select this option to generate notifications on weekly basis or on regular intervals
on specific days of the week interval. For example, specify a value of two and
select Mon and Wed The system generates notifications on Mondays and
Wednesdays, every other week, between the start date and the option date.

Monthly Select this option to generate notifications every month on a specific day of the
month. For example, you can generate a notification every three months on the
31st day of the month between the start date and the option date. If you select the
29th, 30th or 31st and the notification date occurs within a month that has less
days, the notification is sent on the last day of the month.

Yearly Select this option to generate notifications annually on a specific day within a
specific month. For example, you can generate notifications every two years on
June 30.
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Recipients

This section enables you to specify the interested parties to whom critical date notifications are sent. The
recipient list is role based. Notifications are only sent when a specific person is assigned to that role within
the context of the lease.

Y ou use the Contacts section of the lease to specify the roles and specific users who are assigned to those
roles. You can select aroleto which no oneis currently assigned; however, no notification is actually sent.
Conversely, if someoneis assigned to that role and they are removed from the contact list, the system displays
the role as the recipient, however, the person who is assigned to the role no longer exists and no notificationis
generated.

See Chapter 18, "Defining Contacts for Real Estate Management," Understanding Real Estate M anagement
Contacts, page 297.

Role Name Select the role for whom you want to receive notifications. You can select from
any of the predefined L ease Administration roles. If no oneis assigned to this
role, then the Name field is blank.

Email Notify Indicates that email notifications are sent to the role(s) that are defined.

Note. Thisfield does not show whether the recipient's email address has been
correctly configured. The system assumes that all email recipients are able to
receive mail.

Running the Critical Date Notification Process

Access the Critical Date Notification Process page (Real Estate Management, Lease Administration,
Integrations, Critical Date Notification, Generate Critical Date Notifications).

The Notification process will send notifications based on the critical date set up and will create an entry in the
My Critical Dates component. If you plan to use critical dates, you should set this processto run on a
recurring basis.

If you enter adate in the As Of Date field, all notifications that have not been sent as of that date will be sent.
If you do not enter adate in this field, the current date will be used.

Once the option date has passed, the status will be changed to Expired and notifications will not be sent again.

Note. The notification feature does not use PeopleTools Workflow.

Reviewing Critical Dates

294

Access the Critical Date Inquiry page (Real Estate Management, Lease Administration, Reports, Critical Date
Inquiry).

The Critical Dates Inquiry page provides aview of critical dates that are about to occur for alease
administrator or all lease administrators. Y ou can search the critical dates by defining the appropriate search
criteriain the page.
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Managing Your Critical Dates

This section provides an overview of the My Critical Dates page and discusses how to manage your critical
dates.

Understanding the My Critical Dates Page

The My Ciritical Dates page enables you to view the critical dates that apply specifically to you. You can
search for the critical dates by providing the appropriate search criteriain the page. For example, as Portfolio
Manager, you might want to see the critical dates for |ease termination within the next six months. By
entering the date parameter and the |ease option, the system generatesthe list. Y ou can click the lease link to
view the lease for further action. When you complete your task you can mark your critical dates as complete.

The system does not send further notifications on critical date when:
« All recipients are internal and every recipient has marked the critical date as task completed.
» There are both internal and external recipients and the action date of the critical date passes.

» Thecritical datetask isexplicitly set to Complete and the parent lease is closed.

Pages Used to Manage Your Critical Dates

Page Name Definition Name Navigation Usage

My Critical Dates RE_OPT_RECIP Real Estate Management, Use to manage lease options
Lease Administration, My | with critical dates.
Critical Dates

Managing Your Critical Dates

Access the My Critical Dates page (Real Estate Management, Lease Administration, My Critical Dates).
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My Critical Dates

Name:  Kenneth Schumacher

Date From: El To: El
Lease Number: @,
Lease Option: @,

Critical Date Status: | v| [ show Completed Tasks
. Search
Search Results Customize | Find | B | 3 First & 4.5 of 51 1 Last
. Critical
Task Option . Date
Complete |Date Option Name Lease Name Date Completed Role Message Text
Status
|
[0 10132010 1stRenewal Option SedWadsworh g g&iea‘ 15t Renewal Option =
[0  1014:2020 2nd Renewal Option SedWadswor e ngagea' 2nd Renewal Option
[0  1014/2030 3rd Renewal Option SidWadsworl e ngagea' 3rd Renewal Option 3
. . Tenant has rlght of first
OO0 10152000 Efm";‘;ff'mt L0 Wadsworlh | jnactive E:ratieal refusal of purchase for
T £3,050,000
st Renewal Option 1800 East Smith ive : st Renewal Option
[l 06M512016 1stR |Option ZZQ0EastSmilh fﬂ‘;';]”:é'gr 1stR I Opt
nd Renewal Option 1800 East Smith ive nd Renewal Option
1 062812026 2ndR | Option [E00EastSMIlh ngagea' 2ndR I Opt
rd Renewal Option 1800 East Smith ive rd Renewal Option
[l 06282036 3rdR | Option ZB00EastSmith g Egragea' Ird R | Opt
My Critical Dates page
Show Completed Tasks Select to view completed tasks only.
Task Completed Select when you have completed the task.
Date Completed Displays the date on which you completed the task.
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Defining Contacts for Real Estate
Management

This chapter provides an overview of contacts and discusses how to establish contacts for a Real Estate
Management.

Understanding Real Estate Management Contacts

In PeopleSoft Real Estate Management you can define multiple contacts for alease or site. Contacts can be
defined for various entities such as tenants, landlords, portfolio managers, lease administrators, guarantors,
and service providers. Contacts provide you a quick way to look up phone numbers, email addresses, and
physical addresses of the people with whom you normally interact for this lease or site. Additionally, you can
assign roles to the contacts for critical date processing such as email reminders of when aleaseisup for
renewal or asiteis created. When setting up your contacts, you need to understand how contacts are used and
how PeopleSoft Real Estate Management shares the contacts with other applications in the Peopl eSoft
system.

There are three types of contactsin the PeopleSoft Real Estate Management system: principal, property site
and supplemental. The key differentiation is that you need to enter the data for supplemental contacts,
whereas the principal contact information is obtained from the vendor or customer table and site contacts can
be added from the address book.

Principal (Vendor or Customer) Contacts

A tenant on aleaseis defined as a customer and the landlord is defined as a vendor in the PeopleSoft system.
Customers or vendors can have associated contact information that needs to be setup in the customer and
vendor tables, respectively. These contacts are known as principal contacts within the PeopleSoft Real Estate
Management system. When you create a lease, you must define a tenant (customer) for areceivablesleaseto
perform billing transactions, and a landlord (vendor) for payables |eases to process payment transactions. Y ou
can aso specify an aternate payor or payee for alease. These tenants, landlords, payees, and payors must be
established in the system before you can select them for use on alease. Y ou cannot activate a lease without
thisinformation.

When setting up a vendor, you can create vendor profiles to store all the information such as name, address,
payment terms, as well as voucher processing defaults. Vendor information is principally shared by
PeopleSoft Payables and Purchasing, so that one or both departments can enter vendor information. Y ou may
want to set up your system so that alease administrator or portfolio manager can enter vendor information,
but only PeopleSoft Payables users can approve vendors for payment, or vice versa.

To create or update vendor profilesfor all types of vendorsin either product, you use the pagesin the Vendor
Information component. The applications are organized to help you easily enter, update, and inquire about the
vendor.
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All vendor information for regular vendors, one-time vendors, and permanent vendors is stored in the same
set of vendor tables. So if you decide that the contractor that you used last week on atrial basisisthe ideal
company to use for along term remodeling project, you can update the Persistence field on the Identifying
Information page, without reentering information or storing redundant data.

Warning! A vendor must be set up and approved before you can assign them to alease.

Before you set up a customer, you must first understand the customer roles to determine the functional use of
the customer ID. Customer information is associated with specific customer roles. Y ou can use the customer
General Information component to maintain information that applies to multiple customer roles and to select
those roles. Y ou can use the pages with role designations to enter processing attributes and additional
information that are unique to the customer's function.

Bill to customers receive invoices, therefore atenant is considered a bill to customer. When you associate a
customer with the bill to customer role, you establish default values and processing options that the system

uses to generate invoices. For example, you can define attributes to generate consolidated invoices, require

purchase order numbers, or bill freight charges at order entry or at shipment for each of bill to customer.

Warning! To send invoices to tenants, you must confirm the tenant is set up as a customer and that the Bill-
To check box is selected.

Both the vendor and customer entry pages have facilities to enable entry of contacts, such asindividuals who
are associated to those vendors or customers by some role that they serve in those organizations. For example,
vendor contacts can include account executives, billing clerks, and collections agents. Customers contacts can
include AP clerks and sales contacts Since PeopleSoft Real Estate Management shares the vendor and
customer tables with other PeopleSoft applications, several contacts may already be set up for these vendors
and customers, which isinherited for display on the lease if that vendor or customer is chosen.

Note. Contacts from the vendor or customer tables cannot be updated in the lease, they must be updated on
the vendor or customer common component pages. Supplemental contacts are changed on the lease directly,
which iswhy those fields are open and not display-only.

See PeopleSoft Enterprise Order to Cash Common Information 9.1 PeopleBook, "Maintaining General
Customer Information” and PeopleSoft Enterprise Sour ce-to-Settle Common Information 9.1 PeopleBook,
"Maintaining Vendor Information."”

Supplemental Agreement Contacts

Supplemental agreement contacts enable you to add additional contacts specific to the lease. Although the
vendor and customer tables have multiple contacts, these contacts may not be necessarily related to
PeopleSoft Real Estate Management. By adding the contacts directly to the vendor and customer tables, every
application that shares the vendor or customer tables automatically displays those contacts. For example, the
PeopleSoft Enterprise Inventory application uses the vendor table for purposes related to inventory
processing.

Y our organization can decide to add the PeopleSoft Real Estate Management-specific contacts directly to the
lease by using supplemental agreement contacts. The supplemental agreement contacts can be used as a quick
reference to important contacts that are not aready set up. You do not set up supplemental agreement contacts
prior to creating alease or setting up a site. Supplemental contacts are used only for the lease or site for which
they are created. If you want to use the same contact on another lease or site, you need to add the
supplemental contacts manually onto the other lease or add them as a contact in the address book for sites.
The only exception is when you define a guarantor for a security deposit payment. In this case, the
supplemental contact that you define on any lease can be used as a guarantor.
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Y ou can add, modify or delete supplemental contacts. At a minimum, you must enter the name of the contact.
All other fields are optional. Y ou can only delete one of these contacts, if the contact is not referenced either
as aguarantor on a security deposit (for any lease) or on acritical date for thislease.

Site and SAR Contacts

A primary contact can be designated for a site. Information entered in the address book will automatically be
displayed on the site when selected. Also, supplemental contacts can be entered in manually on the site.

With the contacts address book, users can maintain alist of users and simply select from the list. Once the
datafor each contact is entered, they can be accessed by the user via a search box on the Site Contacts page.
When selecting contacts from the address book, the user will have the option to select from their address
book, or from a pre-existing vendor or customer. If avendor or customer is chosen, the contacts attached to
that vendor or customer will automatically be displayed in the Site Contacts list

Prerequisites

Before you select atenant, landlord, payor or payee for alease, you must first set up the tenant and payor as
customers and the landlord and payee as vendors in the system.

See PeopleSoft Enter prise Sour ce-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor
Information.”

See PeopleSoft Enterprise Order to Cash Common Information 9.1 PeopleBook, "Maintaining General
Customer Information.”

Establishing Contacts for Sites and SARs

This section discusses how to establish contacts for sites and SARSs.

Pages Used to Set Up Contacts Repository

Page Name Definition Name Navigation Usage
Genera Information RE_CONTACT Set Up Financias/Supply Enter general information
Chain, Product Related, about contacts for use when

Real Estate Management, defining sites.
Site Acquisition, Contacts,
General Information

Contact Phone RE_CONTACT_PHONE Set Up Financias/Supply Enter phone information for
Chain, Product Related, the contact.

Real Estate Management,
Site Acquisition, Contacts,
Contact Phone
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Page Name

Definition Name

Navigation

Usage

Address

RE_CONTACT_ADDR

Set Up Financia s/Supply
Chain, Product Related,
Real Estate Management,
Site Acquisition, Contacts,
Address

Enter address information
for the contact.

Setting Up The Contacts Repository

Access the General Information page (Set Up Financials/Supply Chain, Product Related, Real Estate
Management, Site Acquisition, Contacts, General Information)

SetlD: SHARE

*Name:
Company:
Title:
Email 1D

Salutation Code:

Language Code:

Contact Phone Address

Contact ID: 000000000000001

Bill Smith

AFPLE BUILDINGS
Manager
bsmith@applebuild.com

MR ]

@

*Preferred Communication: | Call

English w

*Contact Flag: | External [+

External Contact

General Information page

Enter general information for the contact. Y ou must select a contact flag value and a preferred
communication method. Information entered in this component will be copied onto the site when the contact

is selected.

Establishing Contacts for a Lease

This section discusses how to establish contacts for alease.
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Pages Used to Set Up Supplemental Contacts

Page Name

Definition Name

Navigation

Usage

Contacts

RE_LS CONTACTS

¢ Red Estate
Management, Lease
Administration,
Payables L eases, Create
New Lease, Contacts

¢ Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Lease,
Contacts

* Read Estate
Management, Lease
Administration,
Receivables L eases,
Create New Lease,
Contacts

* Red Estate
Management, Lease
Administration,
Receivables Leases,
Maintain Lease,
Contacts

Assign role names to the
principal contacts and track
supplemental agreement
contacts for the lease.

Lease Contact Address

RE_LS CNT_ADDR_SEC

Click the Address link on
the Contacts page under
Principal (Vendor or
Customer) contacts.

Displays the principal
contact address.

Externa Contact Address

RE_LS EXT_ADD_SEC

Click the Address link on
the Contacts page under
Supplemental Agreement
Contacts.

Add supplemental
agreement contact's address.

Establishing Contacts for Leases

Access the Contacts page (Real Estate Management, L ease Administration, Payables Leases, Create New

Lease, Contacts).
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General Information Financial Terms Clauses QOptions and Critical Dates Motes

Action: | ..Choose Action... v Go Unit: US001 Status: Active
Payables Lease: Lease Name: Lease Type: Landlord: Location: Region:
0000000040 [Space 1018 - 56 Second Streel [Easement %4, EastBay Travel Main Western Sales @,
Vendor Contacts Customize | Find | BV | ¥ First T g 011 1 Last
Phone/E-mail | [F=¥

Preferred Preferred

Contact Name Title Role e Rl e

Call

~ Add Supplemental Contact

Supplemental Contacts Customize | Find | B | 5 First £ 4 084 1 Last
Phone/E-mail | [F=2K
. Preferred

Name Company Name Role Communication
[vK,CK [VK REALTORS |Legal @, |[can v =
Lease

Created By: Theresa Monroe Last Updated By: Theresa Monroe

Created On:  05/04/2006 2:22:33AM Last Updated On:  0G/08/2006 11:29:40PM

Contacts page

Customer or Vendor Contact

The contact information varies depending on the type of lease you are creating. The system populates the
Customer Contacts information from the Contacts page on the vendor and customer setup table.

Role Name Select the role name for your contact. The roles are related to critical dates. By
defining roles ahead of time and assigning them to the contacts on the lease, you
can later definein critical dates which roles receive naotifications. If the roles
exist as alease contacts then a notification is sent to that role.

Address Click thelink to display the contact address. This addressis stored on the vendor
or customer table.

Supplemental Agreement Contacts

Name Enter the contact name. The format for thisfield is: last name,first name with no
space between the names.
Preferred Select the preferred method of communication. Vaues are;

Communication Call, Email Only, Email, Prt, Fax, Mail, XML Only, and XML, Prt.

Address Click the link to add the address for the supplemental contact.
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Processing Invoices for Receivables
Leases

This chapter provides an overview of processing invoices for receivables |eases and discusses how to:

Work with the transaction generator.

M anage transactions for invoice processing.
Create manual invoice transactions.

Run the Interface to AP/Billing process.

View pending lease receivables.

Understanding Invoices for Receivables Leases

PeopleSoft Real Estate Management provides corporate real estate managers afacility to manage the leasing
and subleasing life cycles. During the lease life cycle, the system generates various hillable items. Y ou must
submit these items to the tenant or payor on an invoice. These billable items can include base rent, operating
expenses, miscellaneous rent, security deposits, percent rent, and specific maintenance fees.

The high-level business process flow for processing invoices for receivables leases consists of these steps.

1

2
3.
4

Create receivables leases (including all general and financial terms and conditions).

. Activate receivables |eases.

Run the Transaction Generator Application Engine process (RE_GENTRANYS).
Review transactions for processing in the transaction queue.
Add manual transactionsif necessary.

See Chapter 19, "Processing Invoices for Receivables L eases,”" Creating Manual Invoice Transactions,
page 312.

Approve transactions for processing.

This step isoptional. You can set up the Auto Approve option at the business unit level.
Run the Interface to AP/Billing Application Engine process (RE_TXN_INTFC).

View pending receivables.
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Before you generate an invoice, you must first create alease, define the amount and frequency for each
recurring billable item, and activate the receivables |ease. After you activate the lease, run the Transaction
Generator process to load the billable itemsinto the transaction queue. Y ou can review the transactions in the
transaction queue to ensure that the recurring rent schedules are correct. If the status is Pending, you must
approve each transaction. If Auto Approveis selected in the business unit setup, the system automatically sets
the transactions to Approved. The system processes all transactions that are in Approvedstatus when you run
the Interface to AP/Billing process.

Note. If you need to review any of the transactions prior to processing, you should not enable the Auto
Approve feature for Billing Options at the business unit level.

To process invoices, PeopleSoft Real Estate Management relies on the PeopleSoft Transaction Billing
Processor to send billable transactions to Billing to generate the invoices. The Interface to AP/Billing process
selects all of the eligible transactions from the transaction queue and passes the data to a PeopleSoft Contracts
process (CABIDIR1) through the Transaction Billing Processor. This processis responsible for loading the
transactions into designated staging tables and scheduling the direct invoicing job, which contains the
PeopleSoft Billing interface, the finaization, and print, PeopleSoft General Ledger posting, and the interface
to PeopleSoft Receivables processes.

See PeopleSoft Enterprise Contracts 9.1 PeopleBook, "Working with PeopleSoft Transaction Billing
Processor," Understanding the PeopleSoft Transaction Billing Processor.
Payment Processing

Occasionally, you might need to process payments for reimbursement of repair costs or security deposit
refunds. Y ou can create manual payments for reimbursements or refunds using the Process Payments page.

See Chapter 20, "Processing Payments for Payables L eases,” Understanding Processing Payments for
Payables L eases, page 327.

Prerequisites

Y ou must have active receivables |eases before you can generate billable items to PeopleSoft Billing.

Working with the Transaction Generator

This section provides an overview of the transaction generator and discusses how to run the Transaction
Generator process.

Understanding the Transaction Generator

304

The Transaction Generator process generates transactions into the transaction queue by monitoring the
transaction schedule and processing transactions into the queue when the schedule date is reached, less the
processing lead time defined at the business unit level. The transaction queue manages the financial
transactions that are created by the transaction generator, as well as manual transaction entries that are entered
directly in the transaction queue.
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When you run the Transaction Generator process, the process picks up all recurring items that are due within
the lead time that is defined for the Real Estate business unit. Note that two different lead times are defined—
one for receivables leases and one for payables leases. Y ou also use the transaction generator to manage
automatic lease expiration for leases that are due to expire. When the transaction generator identifies a row
that is ready for processing, the system verifies the accuracy of the transaction amounts and modifies the
transaction as needed. For example, if a base rent has an indexed escalation and the new index value goes into
effect, the transaction schedule bill amount might be out of date. When the transaction generator picks up this
row, the system recal culates the amount, revises the schedule, and inserts the modified transaction into the
transaction queue for further processing.

The Transaction Generator processes records in these transaction tables:

» Lease Transaction (RE_LS TXN)
Contains the recurring and non recurring lease transactions.
« Lease Transaction Detail (RE_LS TXN_DTL)
Contains the details such as amount per sales categories.
» Lease Transaction Note (RE_LS TXN_NOTE)
Contains the transaction history.
» Lease Transaction Errors (RE_LS TXN_ERROR)
Contains the interface error description.
+ Lease Term Schedule (RE_LS TRM_SCHED)
Contains the Financial Terms Schedules.

Typically, you run the Transaction Generator process as a scheduled process. Y ou can run the process
automatically on arecurring basis or as needed. For efficient and timely processing of any outstanding
transactions, you should set up this process to run on a nightly recurring basis. Depending on the volume of
transactions that are processed within your organization, you can set up this process to run more frequently,
but you should run it at least once every day. You can aso initiate this process at any time in addition to the
normal recurring schedule.

Prerequisites

Before you can run the Transaction Generator process, you must create and activate leases with recurring rent
schedules.
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Page Used to Manage the Transaction Generator

Page Name Definition Name Navigation Usage

Manage Transaction RUN_RE_GENTRANS « Real Estate Create arun control 1D for

Generator Management, L ease the Manage Transactions
Administration, Generator process and run

Integrations, Manage | the process.
Transaction Generator

¢ Click the Run button.

Running the Transaction Generator

Access the Manage Transaction Generator page (Real Estate Management, Lease Administration,
Integrations, Manage Transaction Generator).

Although the system does not require any parameters, you can limit the processing by business unit. If you do
not enter a business unit, the system will process all business units. Click Run to run the Transaction
Generator process.

Managing Transactions for Invoice Processing

This section provides an overview on invoice processing and discusses how to manage transactions for
invoice processing.

Understanding Invoice Processing
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Y ou use the transaction queue to manage the recurring transactions that are created by the transaction
generator or by using manual entries. The transaction queue enables you to approve, hold, un-hold, and cancel
transactions in the queue. If the Auto Approve option is turned on at the business unit level, all transactions
are automatically set to Approved status when the transaction generator places them into the queue. Y ou can
retain an approved transaction from further processing by selecting the transaction and clicking the Hold
button; thus putting the transaction on hold. When you are ready to process the transaction, you can select it
again and click the UnHold button. If aleaseisin dispute and the lease statusiis set to Dispute, the system sets
the associated transactions on hold. After the dispute is resolved, the transactions return to the origina state
that they werein prior to the lease dispute.

Y ou can also cancel atransaction. After you cancel atransaction, no further processing occurs and you cannot
reinitiate processing for that transaction in the future. Cancelling the transaction does not cause the
transaction generator to recreate a new recurring row. If you cancel arow that came from one of the
processing worksheets, such as a manual transaction, sales report, or operating expense reconciliation or
audit, the system reopens that worksheet so you can modify it further.

Y ou can create manual transactions for non-recurring charges such as: rekeying locks in a building, carpet
cleaning, broken window repairs, and other charges that are not included in the lease.
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The transaction queue is the final point in PeopleSoft Real Estate Management that any billable transaction
can be processed, modified, or cancelled. This component serves as a workspace for any pending
transactions, enables you to add transactions as necessary, and provides capabilities for holding or cancelling
transactions. It also serves as a historical log of past transactions, with links to various subsystems for further
research and status verification.

Prerequisites

Before you can select recurring transactions for invoice processing, you must create and activate the
receivables |eases and run the Transaction Generator process.

Pages Used to Manage Transactions for Invoice Processing

Page Name

Definition Name

Navigation

Usage

Billing Transactions

RE_TXN_MANAGER

Real Estate Management,
Lease Administration,
Receivable Leases,
Processing Invoices, Billing
Transactions

Manage and review
transaction itemsthat are
generated by the transaction
generator and any
transaction itemsthat are
added through ad-hoc entry.

Billing Transactions -
Maintain Receivable
Manual Transaction

Billing Transactions - RE_MFT_MAIN Click the Create Receivable | Add manual fees, distribute
Create Receivable Manual Manual Fees button onthe | them amongst leases, and
Fees Billing Transactions page. | create multiple transactions
from asingle invoice.
RE_MFT_MAIN

Click the Update Selected
Manual Fees button on the
Billing Transactions page.

Update manual fees,
distribute them amongst
leases, and create multiple
transaction from asingle
invoice.

Payment Transactions -
Create Receivable Manual
Fees

RE_TXN_ADHOC_SEC

Real Estate Management,
Lease Administration,
Receivable Leases,
Maintain Lease, Financia
Terms

Click the Create Receivable
Manual Fees button.

Add manual fees and create
single payment transactions.

Note. The Create
Receivable Manual Fees
button is only available
when theleaseisin an
Active or Holdover status.

Billing Transaction Details

RE_TXN_DTL_SEC

Click thelink in the
Transaction Group column
on the Billing Transactions

page.

Review transaction details
such as categories, amount,
and invoice number.

Note. The invoice number
is only available when the
transaction status is
Processed.
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Page Name

Definition Name

Navigation

Usage

Billing Interface Error
Details

RE_TXN_ERROR_SEC

Click the ‘@ on the Billing
Transactions page under the
Transactionstab.

View the error description
for specific transactions that
aresetto Error status
during interface processing.

Note. The Error button is
only available when the
transaction statusis Error.

Billing Transactions -
Historic Details

RE_TXN_NOTES SEC

Click the View Historic
Detailslink in the Status
Details tab on the Billing
Transactions page.

Review historic details for
the transaction.

Selecting and Approving Transactions for Invoice Processing
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Access the Billing Transactions page (Real Estate Management, Lease Administration, Receivable L eases,
Processing Invoices, Billing Transactions).
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Billing Transactions

—

*Business Unit:

D Case Sensitive

Search Clear

Create Receivable Manual Fees

v SelectAll Clear All

US001 MEW YORK OPERATIONS @y

Selected Items:

Enter any information you have and click Search. Leave fields blank for a list of all values.

Payor: ®

Schedule Date: [ To [ Lease Number: isequalto v @,
Transaction Origin: v Lease Name: begins with w @,
Region: @, Lease Administrator: @,
Currency: @ Portfolio Manager: @,
[ praft O Pending DApprDved [ processed [ Hold [ Errors [cancelled
[Opase Rent [ security Deposit [ ] Operating Expenses [ Percentage Rent [ Miscellaneous Rent [ Manual Fees

Only the first 300 results can be displayed.

Update Selected Manual Fees

Approve for Billing Hold UnHold Cancel
B o [+
Lease Information Status Details
Select SEELLE R Payor Name Amount Currency Description Status HE AT Invoice Number
Dats Origin Group Variance
-~
01/20/2000 Base Rent Apex Systems 3,580.00 UsD Space 1031 Frocessed
Operating

01/20/2000 Expense Apex Systems 71040 USD Space 1031 Frocessed
01/31/2000 Base Reni Alliance Group 12,000.00 USD Space 1013 Frocessed

Billing Transactions page

Specify the business unit for which to view transactions. To view all transactions for a business unit, leave the
remaining search fields empty and click the Search button.

To view afiltered list of transactions, enter or select criteriain one or more of the fields in the Search for
Billing Transactions group box, then click Search. The page displays the transactions that match the search
criteriain the Billing Transactions grid. Click Clear to clear all of the search criteria and results.

Y ou can select multiple transaction statuses and multiple transaction groups. For example, if you select
Processed and Approved transaction statuses and Base Rent and Security Deposittransaction groups, the
system returns all base rent and security deposit transactions that are either processed or approved.

Create Receivable
Manual Fees

Update Selected Manual
Fees

Approvefor Billing
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Click to access the Billing Transactions - Create Receivable Manual Fees page to
create manual transactions for billing. Manual billing transactions can be
miscellaneous expense charge-backs to the tenant or payor, such as minor repair
costs, rekeying of locks, and transactions that are not included as part of the
recurring rents.

Click to access the Billing Transactions - Maintain Receivable Manual
Transaction page to update an existing manual fee transaction. Y ou must first
select which manual fee transaction in the Billing Transactions grid that you want
to update. Y ou can access this page only for transactions that are in the Manual
Fee transaction group.

Click to approve the selected transactions for billing. If you select the Auto
Approve option when you establish your business unit, the system automatically
approves all transactions in the transaction queue.
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Hold Click the button to hold selected transactions from further processing.

Note. A leasethat is put on hold due to a dispute automatically puts the pending
transactions for that lease on hold status until the dispute is resolved.

See Chapter 11, "Creating and Maintaining Leases," Understanding L eases, page
141.

UnHold Click the button to un-hold transactions that were previously on hold from further
processing. The system automatically changes the status back to the initial status
of the transaction prior to the hold.

Cancel Click to cancel the selected transaction.

Note. After arecurring transaction is cancelled, a new manual transaction must
be created if oneis required. The system does not regenerate a new recurring
transaction.

Billing Transactions — Transactions tab

Schedule Date Displays the date which the transaction is scheduled for invoicing. For example,
if the transaction is due on the first of the month, the system generates the
transaction prior to the first of the month (using the lead time that is defined for
the business unit) for the user to approve for invoicing before the schedule date.
Therefore, when the transaction originates from a recurring term, the schedule
date can be either aregular recurring term (such as the 15th of the month) or a
scheduled date that you add when you create the lease for proration purposes.

Y Click to review the error description for specific transactions that are set to error
during interface processing.

Note. The Error button is only available when the transaction statusis Error.

Transaction Group Displays the categories of each transaction. Click the category link to view
details such as expense type, description, amount, and invoice ID.

Note. Invoice ID is only available when the transaction status is pending. Y ou
can click the Invoice ID link to view the voucher status in the PeopleSoft Billing
system.

Prior Period Variance  Displaysthe difference (in a percentage) between that recurring rent payment and
the same recurring rent payment for the prior month. Y ou can use this
information to help with large variances from month-to-month, which are
sometimes for escalations. For example, arent payment of 1000 USD for the
month of December is processed, but in January, an escalation takes effect and
the new rent payment is 1200 USD. The prior period variance is 20 percent.
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Billing Transactions — Lease Information tab

The Lease Information tab displays the lease number, lease name, and region information that is associated
with that transaction.

Billing Transactions — Status Details tab

Modified By

Displays the user that made modifications to the transaction.

View Historical Details Click to access the Billing Transactions - Historic Details page where you can

view ahistory of al of the status changes to the transaction. The system displays
the type of change, the reason for the change, the originator of the change, and
the time at which the change occurred.

Creating Receivable Manual Fees

Access the Pay

ment Transactions - Create Receivable Manual Fees page (Click the Create Receivable

Manual Fees button.)

Billing Transactions

Lease Number:
Lease Name:
Region:
Business Unit:
Lease Currency:
Tenant Hame:

Schedule Date:

Create Receivable Manual Fees

*Manual Fee Type Manual Fee Name *Amount Curr. Description
@ (]| [=]
Lease
Created By: Kenneth Schumacher Last Updated By:  Kenneth Schumacher
Created On:  10/05/2009 11:16:49PM Last Updated On:  10/05/2009 11:16:49PM

0000000031 Transaction Status: Pending
Space 1013 - 56 Second Street

Morthern Morth America

US001 NEW YORK OFERATIONS

UsD

Alliance Group
10/05/2009 [5]
= 4] i1

Payment Transactions - Create Receivable Manual Fees page

Schedule Date Enter the date on which you want to schedul e the transactions for payment.
Manual Fee Type Enter the manual fee type.
Amount Enter the invoice amount.
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Creating Manual Invoice Transactions

This section provides and overview of manual invoice transactions and discusses how to create manual
invoice transactions and override accounting distributions.

Understanding Manual Invoice Transactions

312

Asalandlord, you may need to pass on costs to tenants or payors that you incur against a property or multiple
properties. Y ou may also need to assess a charge against one tenant or payor who holds multiple leases.
PeopleSoft Real Estate Management enables you manually capture these non-recurring transactions that may
occur during the life of alease, such as charges for unscheduled maintenance, non-recurring administration
fees, or penalties for late payments. Y ou can enter a single invoice that you can assign to multiple leases and
distribute those amount to multiple tenants or payors. Y ou can allocate the charges by amount or percentage
and distribute the charges using these methods:

« Evenly: The system divides the total amount by the number of selected leases and allocates an equal share
of the charges to each lease.

» By Area: The system adds the total |eased areafor all of the selected |eases and distributes the charges
proportionally between the |eases based on the area for each lease.

» Manualy: You can assign the charges manually to each lease.
Thetotal of the distributed amounts must equal the total of the invoice.

After you allocate the individual amounts to each lease, you can send all of the resulting transactions to the
transaction queue at one time. The system creates each of the transactionsin pending status. Y ou can edit or
approve the transactions using the transaction queue. After you approve the transactions, you can run the
Interface to AP/Billing process to post the transactions to PeopleSoft Billing.

Transaction Status for Manual Invoices

This diagram illustrates the transaction status process flow for manual transactions:
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User System sends
creates/updates Transaction User commits transactions to
manual fee Status = Draft transactions transaction

fransactions quaue
T
) User cancels Transaction
transaction Status = Draft
L
Interface to
\ AP/Billing
Transaction . | Usar approves Transaction process sends
Status = Panding | transaction transaction
to PeopleSoft
Billing
N User disputes Transaction User unholds
lease Status = Hold the transaction

Manual transaction status process flow

When you create manual transactions, the system sets each transaction to a status of Draft. Y ou can modify,
remove, or replace transactions while they are in draft status. After you commit the transactions, the system

sets the status to Pending, and sends the transactions to the transaction queue. Use the Billing Transactions

page to edit, hold, or approve the transactions.

If you dispute alease, the system places all of its pending transactionsin Hold status. If you cancel a manual
fee transaction, the system returns the status of that transaction to Draft.

If you create the manual transactions as a group of transactions. After you commit the group of transactions,
each set of |ease transactions are processed individually. If the status of atransaction is updated, by either you

or the system, only the transaction whose status changed is updated; the other transactionsin the group are

not affected.
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Page Name

Definition Name

Navigation

Usage

Billing Transactions -
Create Receivable Manual
Fees

RE_MFT_MAIN

¢ Red Estate
Management, Lease
Administration,
Receivables L eases,
Create Manual
Receivables, Billing
Transactions - Create
Receivable Manual
Fees

* Rea Edtate
Management, Lease
Administration,
Receivables Leases,
Processing Invoices,
Billing Transactions

Click the Create
Receivable Manual
Fees button.

Add manual fees, distribute
them amongst leases, and
create multiple transactions
from asingle invoice.

Billing Transactions -
Maintain Receivable
Manual Transaction

RE_MFT_MAIN

¢ Red Estate
M anagement,
Receivables L eases,
Maintain Manua
Invoices, Billing
Transactions - Maintain
Receivable Manual
Transaction

* Rea Edtate
Management,
Receivables L eases,
Processing Invoices,
Billing Transactions

Click the Update
Selected Manual Fees
button.

Update manual fees,
distribute them amongst the
desired leases and create
manual invoice transactions.

Maintain Receivable
Manual Transaction - Lease
Search by Payor

RE_MFT_PAYEE_SEC

Click the Payor buttonin
the Add Lease By group
box on the Billing
Transactions - Create
Receivable Manual Fees

page.

Search for leases by payor
and select the leases to add
to the Transaction Details
grid on the Billing
Transactions - Create
Receivable Manual Fees

page.
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Page Name

Definition Name

Navigation

Usage

Manual Fees- Leased
Property Search

RE_LEASE_PROP

Click the Property buttonin
the Add Lease By group
box on the Billing
Transactions - Create
Receivable Manual Fees

page.

Search for leases by
property and select the
leases to add to the
Transaction Details grid on
the Billing Transactions -
Create Receivable Manual
Fees page.

Receivable Manual Fee -
Transaction Details

RE_MFT_TXN_CHG_SEC

Click the Detailsicon
for aleaseinthe
Transaction Details grid on
the Billing Transactions -
Create Receivable Manual
Fees page.

Review the manual invoice
transaction details for a
specific lease.

Receivable Manual Fee
Transaction - Action
History - Historic Details

RE_MFT_NOTES SEC

Click the Revision History
link in the Transaction
Details grid on the Billing
Transactions - Create
Receivable Manual Fees

page.

Review historic details for
the transaction.

Accounting Distributions

RE_MFTCHG_DST_SEC

Click the Accounting
Distributions link on the
Refund Security Deposit -
Create Receivable Manual
Transaction page.

Override the accounting
distributions defined at the
business unit level.

Creating Manual Invoice Transactions

Access the Billing Transactions - Create Receivable Manual Transaction page or the Billing Transaction -
Maintain Receivable Manual Transaction page (Real Estate Management, Lease Administration, Receivables
Leases, Create Manual Receivables, Billing Transactions - Create Receivable Manual Fees).
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Billing Transactions

Create Receivable Manual Fees
Business Unit: US001  Transaction Currency: UsSD  Unit of Measure: Square Feet

| Add Charge | Accounting Distribution

Customize | Find | B | ¥ First K 1071 10 Last

*Manual Fee Name Amount Description Accounting Distribution
& | 0.00 Accounting Distribution [=]
Total Charges: 000 Calculate Total
Add Lease By..
Number | Payor | Property . Evenly | Byhrea ® amount O Percent
Transaction Details customize | Find | B3 | 5% First £ 4011 I Last
Lease Details || Status Detais | [F==¥
Lease Humber Lease Name Payor ';{:tr:]s:ction Details Amount Percentage
@, 0.00 0.00 [=]
: Calculate Transaction Amounts
Manual Fee Group Transaction Summary
Schedule Date: 10/05/2009 |[#]
Description:
Total Charges: 0.00 =
Total Rentable Area: 0.000
Total Transaction Amount: 0.00
Allocated Percentage: 0.00
Transaction Count: 0
: Commit Transadjoﬂs:
Created By: Last Updated By:
Created Om: Last Updated On:

Billing Transactions - Maintain Receivable Manual Transaction page

When you first create manual fee transactions, the page name is Create Receivable Manual Fees page. After
you save an exit the page, to access the information again, you access the Maintain Receivable Manual
Transaction page. The pages function similarly. The Maintain Receivable Manual Transaction page is shown
to give you an idea of sample data. The status of the transactions control what you can edit on the page:

« | al of the transactions on this page are in Draft status, you can edit the entire page.

« If one or more of the transactions on this page are in Draft status, you can edit or delete the individual
transactions or add new transactions.

« |If dl of the transactions on this page are in Pending, Processed, or Error, the page is display-only.
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Add Charge

Accounting Distribution

Manual Fee Name

Amount

Description

Calculate Total

Add Lease By

Number

Payor

Property

Distribute

Evenly

By Area

Allocate By

Amount

Processing Invoices for Receivables Leases

Click to add a new manual fee. The system adds a row to the Charge Details grid.

Click thislink to access the Accounting Distribution page and to override
business unit defaults for the accounting distributions.

Enter the manual fee name. The available manual fees are based on the active
manual fee types.

See Chapter 8, "Structuring Leases," Defining Manual Fee Types, page 88.

Enter the amount of the manual fee that you want to distribute between |eases.

Y ou can enter positive or negative amounts, but the amounts that you enter must

either be al positive or al negative. If you want to issue a charge and a credit for
the same group of transactions, you must enter them on two different worksheets.

Enter the description of the manual fee. Thisfield is only for informational
purposes.

Click to calculate the total amount of manual fees. The system adds the valuesin
the Amount field and populates the Total Charges field with the total amount.

Click to insert anew empty row into the Transaction Details grid. You can click
the Look up Lease Key icon in the Lease Number column to search for alease.

Click to transfer to the Maintain Receivable Manual Transaction - Lease Search
by Payor page on which you can search for leases by payors and select the leases
to add to the Transaction Details grid.

Click to transfer to the Manual Fees - Leased Property Search page on which you
can search for leases by properties and select the leases to add to the Transaction
Details grid.

Click to distribute the total charges evenly between the leases in the Transaction
Details grid. The system calculates the amount with this formula:

Click to distribute the total charges based on the proportional amount of rentable
area by each lease in relation to the total area of all leasesin the Transaction
Details grid.

Select to use the Amount field to calculate the charges allocated to the lease
transactions.
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Per cent Select to use the Percent field to calculate the charges allocated to lease
transactions.

Transaction Details

L ease Number Enter the lease to which the transaction will be allocated. Y ou can select from
leases that are in Active, Holdover, or Expired status.

Details Click the Detailsicon for alease to access the Receivable Manual Fee -
Transaction Details on which you can view a summary of the transaction details
for that lease.

Payor Enter the entity whom is responsible to pay the charges. The system uses the
tenant as the default. Y ou can override this value.

Transaction Status Displays the transaction status. The system initially creates each transaction with
astatus of Draft. After you commit the transactions, the system sets the status to
Pending.

Amount Enter the total amount of charges to allocate to this transaction. The sum of al
the amounts that you enter must equal the total charges from the Charge Details
amounts. Y ou can enter positive or negative amounts, but the amounts that you
enter must either be all positive or all negative. If you want to issue a charge and
acredit for the same group of transactions, you must enter them on two different
worksheets.

Per centage Enter the percentage of the charges to allocate to this transaction. The sum of all
of the percentages that you enter must equal 100.

Rentable Area Displays the total rentable area of the |ease associated with the transaction.

Revision History Click to access the Receivable Manual Fee Transaction - Action History -
Historic Details page to review the transaction history for a specific lease.

Calculate Transaction  Click to update the values in the Manual Fee Group Transaction Summary group
Amounts box.

Manual Fee Group Transaction Summary

Schedule Date Enter the date on which you want to schedule the transactions for invoicing.

Total Charges Displays the total amount to be allocated. Thisfield isthe same asthe Total
Charges field near the top of the page.

Total Rentable Area Displays the total rentable areafor the leases associated with these transactions.
The systems sums al of the values from the Rentable Area column in the
Transaction Details grid.
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Total Transaction Displays the total amount of charges that you have alocated. The systems sums

Amount all of the values from the Amount column in the Transaction Details grid. This
value must equal the value in the Total Charges field before you can commit the
transactions.

Allocated Percentage Displays the total percentage of charges that you have allocated. The systems
sums al of the values from the Percentage column in the Transaction Details
grid. Thisvalue must equal 100.00 before you can commit the transactions.

Transaction Count Displays the number of transactions from the Transaction Details grid.
Commit Transactions  Click to process the transactions. The system validates the transactions, sets the

transactions statuses to Pending and sends them to the transaction queue. The
page becomes display-only.

Overriding Accounting Distributions

Access the Accounting Distributions page (Click the Accounting Distributions link on the Refund Security
Deposit - Create Receivable Manual Fees page.)

Billing Transactions

Create Receivable Manual Fees - Accounting Distribution

This page is meant for overriding the default accounting rule setup atthe Business Unit. Ifthe financial term is supposed to follow the
Business Unit default accounting rule, this page can be ignored.

O Percentage
O Area
@ None Use default accounting distribution for Business Unit

@ E L Ll
. . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Unit Code Field Code Refe
Credit 100.00 Us001 UsD 641800
< >

Create Receivable Manual Fees - Accounting Distributions page

The fields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit.

Distribute By Select either:

» Percentage: Select this value to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term. The rent will be distributed based on the ratio of the areas.

» None: Select this option to use the accounting distribution set up at the
business unit level.
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Add Distribution This button appears if you select Percentage or Areafor the distribute by value.
Click this button to insert a new distribution row.

Delete Distribution This button appears if you select Percentage or Areafor the distribute by value.
Select arow and click this button to delete it from this page.

Select This checkbox appears if you select Percentageor Areafor the distribute by
value.

This checkbox is used to del ete the distribution rows. Users can select all the
distribution rows that they want to delete and click the Delete Distribution button
to delete them.

Per centage Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.
Percentage amounts must equal 100% to be valid.

Area Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.
All lines must add up to the total rentable areafor the lease to be valid.

Valid Used to indicate a valid combination of chartfields. When activating the lease,
edit checking will be provided and the checkbox will be selected for each row
representing a valid combination of chartfields. A lease cannot be activated until
every accounting distribution is marked as valid.

Running the Interface to AP/Billing Process

This section provides an overview of managing interface to AP/Billing and discusses how to run manage
interface to AP/Billing.

Understanding the Interface to AP/Billing Process

320

To generate invoices to PeopleSoft Billing, you must run the Interface to AP/Billing process. This process
transfers approved transactions to the PeopleSoft Billing system using the PeopleSoft Enterprise Transaction
Billing Processor. This processis also used to generate payments to payees or landlords for payables |eases.

See Chapter 11, "Creating and Maintaining Leases,”" Understanding L eases, page 141.

The Transaction Billing Processor is a set of processes that are supplied by the PeopleSoft Contracts
application that enable external applicationsto create sales invoicesin the PeopleSoft Billing system. A
contract must exist to utilize this interface. For the Lease Administration feature, the system creates a contract
header, a contract line, and a bill plan every time areceivables |lease is activated and associates the contract
with the lease. Billable items such as lease transactions are submitted to the PeopleSoft Contracts system as
transactions in the interface tables.

The following is the high level business process flow:
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1. PeopleSoft Real Estate Management integrates with PeopleSoft Billing and PeopleSoft Contracts so that
you can generate invoices for all of their transactions.

Billing information from PeopleSoft Real Estate Management is sent to PeopleSoft Contracts as
transactions.

2. The Transaction Billing Processor process selects Billing Plans (for rate-based billing methods) that have
been marked in the PeopleSoft Contracts system as ready to bill and creates bill lines in the PeopleSoft
Billing Interface tables for the transactions that are sent by the PeopleSoft Real Estate Management
system.

For PeopleSoft Real Estate Management transactions, PeopleSoft Contracts sends revenue to the
PeopleSoft Billing system , and the PeopleSoft Billing system creates the receivables side of the debit
entry.

3. After the Transaction Billing Processor process stages the billing data in these tables, the Billing Interface
processes the data to create bills.

4. When atransaction is selected for billing, the data from the transaction and the data from the billing plan
(including bill-to customer, bill by, and bill type) combine to create the basis for a bill line.

5. The PeopleSoft Billing system then groups bill lines based on the Billing Options that are defined in the
billing plan and generates invoices for the transactions and upon finalization, sends information regarding
the invoices back to the PeopleSoft Contracts system.

The following example shows how ajournal entry is created by the billing plan (as incurred method) in
PeopleSoft Billing for a PeopleSoft Real Estate Management transaction that was for 100 USD:

Credit Debit

Receivables $100

Revenue $100

To post the entries that are shown in the example, you must set up an appropriate accounting rule so that the
system can send the revenue to PeopleSoft Billing system and the PeopleSoft Billing system can create the
receivable debit side of the entry.

Note. The billing business unit that is used for the receivables for this entry must share the same general
ledger business unit as the PeopleSoft Contracts system business unit.

See PeopleSoft Enterprise Contracts 9.1 PeopleBook, "Working with PeopleSoft Transaction Billing
Processor," Understanding I ntegration Messages for Transaction Billing.

Processing Errors

To resolve errors or issues for |ease transactions that are sent through the Transaction Billing Processor, you
must first determine where the error occurred. Resolution for the errors that occur after the transaction is sent
from PeopleSoft Real Estate Management to PeopleSoft Billing through the Transaction Billing Processor
must be resolved in the PeopleSoft Billing system .
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When the error occursin the Interface to AP/Billing process or Transaction Billing Processor, the error is
typically caused by incomplete setup of the accounting rules. The transaction detail is set to Error in the
transaction queue and the resulting error stops the processing for that transaction. Although the error occurred
for this transaction, other valid transactions continue to be processed. For example, if only one category of an
operating expense transaction isin error, the other categories of that same operating transaction with valid
accounting entries are transferred to PeopleSoft Billing to be invoiced. Y ou need to resolve the error in the
setup and run the process again to process the transaction through the PeopleSoft Billing system.

To resolve the error, you can search the transaction queue and review the transaction detail error message.
Y ou cannot change the transaction, but you can correct the setup. After the setup error isresolved, all the
transaction details in error are automatically recycled when Manage Interface to AP/Billing processis
generated.

See Chapter 5, "Establishing Real Estate Management Business Units and Accounting Rules," Understanding
PeopleSoft Real Estate Management Accounting Rules, page 20.

Accessing Billing Information

When atransaction is successfully processed through the Billing interface, the status in the transaction queue
is set to Processed. You can view the transaction detailsin the grid. To review the transaction details, select
the transaction from the queue. The system displays the invoice number on which the transaction detail
resides. Clicking the invoice number link takes you to the Billing Inquiry page.

See PeopleSoft Enterprise Billing 9.1 PeopleBook, "Entering Bills Online," Reviewing Bill Summary
Information.

Note. If atransaction with the status of Processed does not have an invoice number, it might be due to a delay
in the execution of the PeopleSoft Billing interface.

Prerequisites

Before you run the Interface to AP/Billing process, verify that transactions in the transaction queue arein
Approved status.

Page Used to Run Manage Interface to AP/Billing

Page Name Definition Name Navigation Usage

Manage Interfaces to RUN_TXN_INTFC Real Estate Management, Run to generate transactions

AP/Billing Lease Administration, to PeopleSoft Billing to
Integrations, Manage create salesinvoicesto the
Interface to AP/Billing. tenants.

Managing Interface to AP/Billing

Access the Manage Interface to AP/Billing page (Real Estate Management, Lease Administration,
Integrations, Manage Interface to AP/Billing.).
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Run Control I1D: AP

Business Unit:

Lease Number;

] Payables

[ gilling

Manage Interfaces to AP/Billing

Feport Manager Process Monitor Fun

Manage Interfaces to AP/Billing page

Business Unit

L ease Number

Interface Selection

Payables

Billing

Enter a business unit to generate transactions that are specific to that business
unit.

Enter alease number to generate transactions for that lease. Y ou must enter a
business unit before you can enter alease number.

Select to send all payables transactions for the business unit and |ease number
parameters to the staging table. If you leave both fields blank, the system sends
all approved transactions for payables to the PeopleSoft Payables staging table.

Select to send al billing transactions for the business unit and lease humber
parameters to the staging table. If you leave both fields blank, the system sends
all approved transactions for receivables to the Billing staging table.

See Chapter 19, "Processing Invoices for Receivables L eases," Understanding
the Interface to AP/Billing Process, page 320.

Viewing Pending Lease Receivables

This section discusses how to view pending |lease receivables.
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Pages Used to View Pending Lease Receivables

Chapter 19

Page Name

Definition Name

Navigation

Usage

Pending L ease Receivables

RE_RECEIVABLE_INQ

Real Estate Management,
Lease Administration,
Reports, Pending Lease
Receivables

Inquire on the pending
invoicesfor alease. You
can view the invoice types
and the schedule date the
transaction isto be
processed for al invoices
associated to the lease.

Viewing Pending Lease Receivables

324

Access the Pending L ease Receivables page (Real Estate Management, Lease Administration, Reports,

Pending L ease Receivables).

*Business Unit:

Due Date From:
Lease Number:
Lease Administrator:
Portfolio Manager:

Region:

Search Clear

Schedule
Number

Lease Term
Number

00000000311 Base Rent

00000000312 Base Rent

Usoo1 @,

Pending Lease Receivables

US001 MEW YORK OPERATIONS

&

To:

OJ

Schedule
Date

01/31/2000

02/29/2000

£l

Generated
Date

05/03/2006

05/03/2006

Amount Currency | Payor

12000.00 USD

12000.00 USD

Alliance Group

Alliance Group

i 4] ) ]
Schedule Status
Generated

Generated

Pending Lease Receivables page

Enter the business unit and click Search to view all of the leases with pending payments and their schedules
within that business unit. To view afiltered list, enter search criteriain the fields and click Search. Click
Clear to clear all of the search criteria and results.

Due Date From: and To: Select the date range for pending transactions that are scheduled within that
range.

L ease Administrator

administrator.

Select to view pending transactions schedul es associated to that |ease
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Portfolio Manager Select to view pending transaction schedules associated to that portfolio
manager.

Term Displays the type of transaction scheduled. The term can be for base rent,
operating expense, miscellaneous rent, and so on.

Schedule Date Displays the date the transaction is scheduled to be processed.

Generated Date Displays the date the transaction is processed by the Transaction Generator
process and placed in the Transaction Queue.

Payor Displays the entity whom is responsible for the payment.

Schedule Status Displays transaction schedul e status, whether the transaction is pending or

generated to the transaction queue.
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Processing Payments for Payables
Leases

This chapter provides an overview of processing payments for payables leases and discusses how to:

Work with the transaction generator.
Manage transactions for payment processing.
Create manual payment transactions.

Run the Interface to AP/Billing process.

View pending lease payables.

Understanding Processing Payments for Payables Leases

PeopleSoft Real Estate Management provides a facility to manage the life cycle of alease. During the lease
life cycle, various payable items are generated. These items are submitted to the landlord for payment. To
generate payments for these expenses, PeopleSoft Real Estate Management utilizes the transaction generator,
the transaction queue, and the interface to AP/Billing to automatically generate rent and other related expense
payments from alease directly into the PeopleSoft Payables system with the appropriate tax and accounting
information.

The high-level business process flow for processing payments for payables leases consists of these steps:

1
2.
3
4,
5
6
7

Create payables leases (including all general and financial terms and conditions).

Activate payables |eases.

. View pending |ease payables.

Run the Transaction Generator Application Engine process (RE_GENTRANS).

. Review transactions for processing in the transaction queue.
. Add manual transactions, as required (optional).

. Approve transactions for processing.

This step isoptional. You can set up the Auto Approve option at the business unit level.
Run the Interface to AP/Billing Application Engine process (RS_TXN_INTFC).
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Before you can generate a payment, you must first create a payables |ease, define the amount and frequency
for each recurring payable term, and activate the lease. Upon activation, you run the Transaction Generator
process to load the payables items into the transaction queue. Y ou can review the transactions in the
transaction queue to ensure that the recurring payment schedules are correct. If the status is Pending, you
must approve each transaction. If the Auto Approveoption is selected in the business unit setup, the system
automatically sets the transactions to Approved. The system processes all transactions that are in Approved
status when you run the Interface to AP/Billing process.

Note. If you need to review any of the transactions prior to processing, Y ou should not enable the Payables
Auto Approve option at the business unit level.

The PeopleSoft Real Estate Management system transfers the payabl e items to the Peopl eSoft Payables
application to generate the vouchers and payments. The Interface to AP/Billing process selects all of the
eligible transactions from the transaction queue and passes them to the PeopleSoft Payables voucher staging
tables. The PeopleSoft Payables application processes creates vouchers from the transactions that are |oaded
in the staging table, schedules the vouchers for payment, issues the payments, and posts the accounting
entriesto the general ledger.

Prerequisites

Y ou must establish at least one active payables |ease before generating payable items for payment.

See Chapter 11, "Creating and Maintaining Leases," Understanding L eases, page 141.

Working with the Transaction Generator

This section provides an overview of the transaction generator and discusses how to run the Transaction
Generator.

Understanding the Transaction Generator

328

The Transaction Generator process generates transactions into the transaction queue by monitoring the
transaction schedule and processing transactions into the queue when the schedule date is reached, less the
processing lead time that is defined at the business unit level. Use the transaction queue to manage the
financial transactions that are created by the transaction generator, as well as the manual ad hoc transaction
entries that are entered directly in the transaction queue.

When you run the Transaction Generator process, the process picks up all recurring items that are due within
the lead time that is defined for the Real Estate business unit. Note that two different lead times are defined—
one for receivables leases and one for payables leases. Y ou a so use the transaction generator to manage
automatic lease expiration for leases that are due to expire. When the transaction generator identifies a row
that is ready for processing, the system verifies the accuracy of the transaction amounts and modifies the
transaction as needed. For example, if a base rent has an indexed escalation and the new index value goes into
effect, the transaction schedule amount might be out of date. When the transaction generator picks up this
row, the system recal culates the amount, revises the schedule, and inserts the modified transaction into the
transaction queue for further processing.

The Transaction Generator processes records in these transaction tables:
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» Lease Transaction (RE_LS TXN)

Processing Payments for Payables Leases

Contains the recurring and nonrecurring lease transactions.

» Lease Transaction Detail (RE_LS TXN_DTL)

Contains the detail s such as amount per sales categories.

» Lease Transaction Note (RE_LS TXN_NOTE)

Contains the transaction history.

» Lease Transaction Error (RE_LS TXN_ERROR)

Contains the interface error description.

. Lease Term Schedule (RE_LS TRM_SCHED)

Contains the financia terms schedules.

Typically, you run the Manage Transaction Generator process as a scheduled process. Y ou can run the
process automatically on arecurring basis or as needed. For efficient and timely processing of any
outstanding transactions, you should set up this process to run on anightly recurring basis. Depending on the
volume of transactions that are processed within your organization, you can set up this process to run more
frequently, but you should run it at least once every day. Y ou can also initiate this process at any timein
addition to the normal recurring schedule.

Page Used to Manage the Transaction Generator

Page Name Definition Name Navigation Usage

Manage Transaction RUN_RE_GENTRANS « Real Estate Create arun control 1D for

Generator Management, L ease the Manage Transactions
Administration, Generator process and run

Integrations, Manage
Transaction Generator

¢ Click the Run button.

the process.

Running the Transaction Generator

Access the Manage Transaction Generator page (Real Estate Management, Lease Administration,
Integrations, Manage Transaction Generator).

Although the system does not require any parameters, you can limit the processing by business unit. If you do
not enter a business unit, the system will process all business units. Click Run to run the Transaction

Generator process.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.

329



Processing Payments for Payables Leases Chapter 20

Managing Transactions for Payment Processing

This section provides an overview of payment processing and discusses how to manage transactions for
payment processing.

Understanding Payment Processing

Y ou use the transaction queue to manage the recurring transactions that are created by the transaction
generator or by using manual entries. The transaction queue enables you to approve, hold, un-hold, and cancel
transactions in the queue. If the Auto Approveoption isturned on at the business unit, all transactions are
automatically set to Approved status when the transaction generator places them into the queue. Y ou can
retain an approved transaction from further processing by selecting the transaction and clicking the Hold
button; thus putting transaction on hold. When you are ready to process the transaction, you can select it again
and click the UnHold button. If alease isin dispute and the status is set to Dispute, the system sets the
associated transactions on hold. After the dispute is resolved, you should manually unhold the transaction to
restore the transaction to its original state.

Y ou can also cancel atransaction. After you cancel the transaction, no further processing occurs and you
cannot reinitiate processing for that transaction in the future. Cancelling a recurring transaction does not cause
the transaction generator to recreate a new recurring row. But if you cancel arow that came to the transaction
gueue from the security deposit processing or on one of the processing worksheets, such as a manual
transaction, sales report or operating expense reconciliation or audit, the system reopens that worksheet so
you can modify it further.

Y ou can create manual transactions for nonrecurring charges, such as rekeying locks in abuilding, carpet
cleaning, broken window repairs, and other charges that are not included in the lease.

The transaction queue is the final point in PeopleSoft Real Estate Management that any payables transaction

can be processed, modified, or cancelled. This component serves as a workspace for any pending transactions
and enables you to add transactions as necessary, such as holding or cancelling transactions. It also servesasa
historical log of past transactions, with links to various subsystems for further research and status verification.

Prerequisites

Before you can select recurring transactions for payment processing, you must create and activate payables
leases and run the Transaction Generator process.
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Pages Used to Manage Transactions for Payment Processing

Page Name

Definition Name

Navigation

Usage

Payment Transactions

RE_TXN_MANAGER

Real Estate Management,
Lease Administration,
Payables L eases, Processing
Payments, Payment

Manage and review
transaction itemsthat are
generated by the transaction
generator and any

Transactions transaction items that are
added through manual
entry.

Payment Transactions - RE_MFT_MAIN « Rea Edtate Enter manual fees,
Create Payable Manual Fees Management, L ease distribute them amongst

Administration, leases and payees, and

Payables Leases, Create | Create multiple transactions

Manual Payables, from one group of manual

Payment Transactions - | fees.

Create Payable Manual

Fees

* Real Estate

Management, Lease

Administration,

Payables L eases,

Processing Payments,

Payment Transactions

Click the Create

Payable Manual Fees

button.
Payment Transaction - RE_MFT_MAIN e Real Egate Update manual fees,
Maintain Payable Manual Management, L ease distribute them amongst
Transaction Administration, leases and payees, and

Payables Leases, create multiple transactions

Maintain Manua
Payables, Payment
Transactions - Maintain
Payable Manual
Transaction

* Rea Edtate
Management, Lease
Administration,
Payables L eases,
Processing Payments,
Payment Transactions

Click the Update
Selected Manual Fees
button.

from one group of manual
fees.
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Page Name

Definition Name

Navigation

Usage

Payment Transaction
Details

RE_TXN_DTL_SEC

Click thelink in the
Transaction Group column
on the Billing Transactions

page.

View transaction details
such as categories, amounts,
and voucher IDs.

Note. Voucher IDs are only
available when the
transaction statusis
Processed.

Billing Interface Error
Details

RE_TXN_ERROR_SEC

Click the rﬁ on the
Payment Transactions page
under the Transactionstab.

View the error description
for specific transactions that
areset to Error status
during interface processing.

Note. The Error button is
only available when the
transaction statusis Error.

Payment Transactions -
Historical Details

RE_TXN_NOTES SEC

Click the View Historical
Detailslink on thein the
Status Details tab on the

Payment Transactions page.

Review historic details for
the transaction.

Selecting and Approving Transactions for Payment Processing
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Access the Payment Transactions page (Real Estate Management, L ease Administration, Payables L eases,
Processing Payments, Payment Transactions).
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Payment Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values

—

*Business Unit: US001 NEW YORK OPERATIONS @, Payee: @,
Schedule Date: [ To [ Lease Number: is equalto |w @,

Transaction Origin: R Lease Name: begins with s @,
Region: 2, Lease Administrator: @

Currency: @, Portfolio Manager: @,

Coratt  Ceending  Capproved  [processed  [lhola  [Errors Ccancelled

[OBaseRent [ Security Deposit O Operating Expenses O Percentage Rent [ miscellaneous Rent [ manual Fees

[ case sensitive

Search Clear Only the first 300 results can be displayed.
Create Payable Manual Fees Update Selected Manual Fees
W SelectAll Clear All Selected tems: Approve for Payables Hold UnHold Cancel
# 0
Lease Information Status Details
Select ;che:lule Trans.agtlon T Payee Name Amount Currency Description Status PI'ID.I' FEREl Invoice Number
ate Origin Group Variance
e -~
F 01/01/2000 lE,LE" % East Bay Travel 20,000.00 USD Space 1013 Pending
01/2042000 Base Rent Star Rental Group 4,451.61 USD Space 1021 Processed
Operating  Traw
01/20/2000 Expense East Bay Travel 1,038.19|UsSD Space 1021 Processed

Payment Transactions page

Specify the business unit for which to view transactions. To view all transactions for a business unit, leave the
remaining search fields empty and click the Search button.

To view afiltered list of transactions, enter or select criteriain one or more of the fieldsin the Search for
Payment Transactions group box, then click Search. The page displays the transactions that match the search
criteriain the Payment Transactions grid. Click Clear to clear all of the search criteria and results.

Y ou can select multiple transaction statuses and multiple transaction groups. For example, if you select
Processed and Approved transaction statuses and Base Rent and Security Deposit transaction groups, the
system returns all base rent and security deposit transactions that are either processed or approved.

Create Payable Manual Click to access the Payment Transactions - Create Payable Manual Fees page to

Fees create manual transactions for payment. Manual payment transactions can be
one-time miscellaneous expense payments to the landlord or payee, such as
minor repair costs, rekeying of locks, or transactions that are not included as part
of the recurring terms.

Update Selected Manual Click to access the Payment Transactions - Maintain Payable Manual Transaction

Fees page to update an existing manual fee transaction. Y ou must first select which
manual fee transaction in the Payment Transactions grid that you want to update.
Y ou can access this page only for transactions that are in the Manual Fee
transaction group.

Approvefor Payables  Click to approve the selected transactions for payment. If you selected the Auto-
Approve option when you established your business unit, the system
automatically approves all transactions in the transaction queue.
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Hold

UnHold

Cancel

Chapter 20

Click the button to hold selected transactions from further processing.

Note. A leasethat is put on hold due to a dispute automatically puts the pending
and approved transactions for that |ease on hold status until the disputeis
resolved. After the dispute is resolved, you should manually unhold the
transaction to restore transaction to previous status.

See Chapter 11, "Creating and Maintaining L eases,”" Understanding L eases, page
141.

Click the button to un-hold transactions that were previously on hold from further
processing. The system automatically changes the status back to theinitial status
of the transaction prior to the hold.

Click to cancel the selected transaction.

Note. After arecurring transaction is cancelled, you must create a new manual
transaction if oneisrequired. The system does not regenerate a new recurring
transaction.

Payment Transactions - Transactions tab

Schedule Date

Transaction Group

Prior Period Variance

334

Displays the date on which the transaction is scheduled for payment. For
example, if the transaction is due on the first day of the month, the system
generates the transaction prior to the first day of the month using the lead time
that is defined for the business unit for the user to approve for payment before the
scheduled date. Therefore, when the transaction originates from arecurring term,
the schedule date can be either aregular recurring term (such as every 15th day
of the month), or a schedule date that is added when you create the lease for
proration purposes.

Click to review the error description for specific transactions that are set to error
during interface processing.

Note. The Error button is only available when the transaction statusis Error.

Displays the categories of each transaction. Click the category link to view
details such as expense type, description, amount, and voucher ID.

Note. Voucher ID is only available when the transaction status is pending. Y ou
can click the Voucher ID link to view the voucher status in the PeopleSoft
Payables system.

Displays the percentage difference between the recurring rent payment and the
same recurring rent payment for the prior month. This information can be helpful
in identifying large variances from month-to-month, which are sometimes for
escalations. For example, arent payment of 12000 USD for the month of
December is processed, but in January, an escalation takes effect and the new
rent payment is 1200 USD. The prior period variance is 20 percent.

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Chapter 20 Processing Payments for Payables Leases

Payment Transactions - Lease Information tab
The Lease Information tab displays the lease number, lease name, and region information associated with that
transaction.

Payment Transactions - Status Details tab

Modified By Displays the user who made modifications to the transaction.

View Historical Details Click to access the Payment Transactions - Historic Details page where you can
view ahistory of all of the status changes to the transaction. The system displays
the type of change, the reason for the change, the originator of the change, and
the time at which the change occurred.

Note. The system does not display the posted status for payables transactions. If
the statusis Processed, then the payment has successfully posted.

Creating Manual Payment Transactions

This section provides an overview of manual payment transactions and discusses how to create manual
payment transactions.

Understanding Manual Payment Transactions

Asatenant, you may receive a statement from alandlord for one or more nonrecurring charges for multiple
leases. For example, if you are aretail tenant who operates more than one store in alarge shopping complex.
A separate |ease would cover each store, but the landlord may combine the charges onto one statement.
PeopleSoft Real Estate Management enables you to manually enter these nonrecurring transactions into one
payment that spans multiple leases. Y ou can enter a single statement that you can assign to multiple leases
and distribute those amount to multiple payees. Y ou can allocate the charges by amount or percentage and
distribute the charges using these methods:

« Evenly: The system divides the total amount by the number of selected leases and allocates an equal share
of the chargesto each lease.

« By Area: The system adds the total |eased areafor all of the selected |eases and distributes the charges
proportionally between the |eases based on the area for each lease.

» Manualy: You can assign the charges manually to each lease.
Thetotal of the distributed amounts must equal the total of the statement.

After you allocate the individual amounts to each lease, you can send all of the resulting transactions to the
transaction queue at one time. The system creates each of the transactions in pending status. Y ou can edit or
approve the transactions using the transaction queue. After you approve the transactions, you can run the
Interface to AP/Billing process to post the transactions to PeopleSoft Payables.
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Transaction Status for Manual Payments

This diagram illustrates the transaction status process flow for manual payments:

Chapter 20

User
creates/updates
manual fee
fransactions

Transaction
Status = Draft

User commits
transactions

System sends
transactions to
transaction
queue

Y

Tra nsam

User cancels
transaction

Transaction
Status = Draft

Status = Pending

User approves
transaction

Transaction

Interface to
AP/EBilling
process sends
transaction
to PeopleSoft
Payables

User disputes
lease

Transaction
Status = Hold

User unholds
the transaction

Manual payment transaction status process flow

When you create manual transactions, the system sets each transaction to a status of Draft. Y ou can modify,
remove, or replace transactions while they are in draft status. After you commit the transactions, the system
sets the status to Pending, and sends the transactions to the transaction queue. Use the Payment Transactions
page to edit, hold, or approve the transactions.

If you dispute a lease, the system places all of its pending transactionsin Hold status. If you cancel a manual
fee transaction, the system returns the status of that transaction to Draft.

If you create the manual transactions as a group of transactions. After you commit the group of transactions,
each transaction is processed individualy. If the status of atransaction is updated, by either you or the
system, only the transaction whose status changed is updated; the other transactions in the group are not

affected.
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Pages Used to Create Manual Payment Transactions

Page Name

Definition Name

Navigation

Usage

Payment Transactions -
Create Payable Manual Fees

RE_MFT_MAIN

* Real Edtate
Management, Lease
Administration,
Payables L eases, Create
Manual Payables,
Payment Transactions -
Create Payable Manual
Fees

* Real Estate
Management, Lease
Administration,
Payables L eases,
Processing Payments,
Payment Transactions

Click the Create
Payable Manual Fees
button.

Add manual fees, distribute
them amongst leases, and
create multiple payment
transactions.

Payment Transactions -
Create Payable Manual Fees

RE_TXN_ADHOC_SEC

Real Estate Management,
Lease Administration,
Payables L eases, Maintain
Lease, Financial Terms

Click the Create Payable
Manual Fees button.

Add manual fees and create
single payment transactions.

Note. The Create Payable
Manual Fees button is only
available when the lease is
in an Active or Holdover
status.

Payment Transactions -
Maintain Payable Manual
Transaction

RE_MFT_MAIN

* Red Estate
Management, Lease
Administration,
Payables L eases,
Maintain Manual
Payables, Payment
Transactions - Maintain
Payable Manual
Transaction

* Read Estate
Management, L ease
Administration,
Payables L eases,
Processing Payments,
Payment Transactions

Click the Update
Selected Manual Fees
button.

Update manual fees,
distribute them amongst the
desired leases and create
manual payment
transactions.
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Page Name

Definition Name

Navigation

Usage

Maintain Payable Manual
Transaction - Lease Search
by Payee

RE_MFT_PAYEE_SEC

Click the Payee button in
the Add Lease By group
box on the Payment
Transactions - Create
Payable Manual Fees page.

Search for leases by payor
and select the leases to add
to the Transaction Details
grid on the Payment
Transactions - Create
Payable Manual Fees page.

Manual Fees- Leased
Property Search

RE_LEASE_PROP

Click the Property buttonin
the Add Lease By group
box on the Payment
Transactions - Create
Payable Manual Fees page.

Search for leases by
property and select the
leases to add to the
Transaction Details grid on
the Payment Transactions -
Create Payable Manual Fees

page.

Payable Manual Fee -
Transaction Details

RE_MFT_TXN_CHG_SEC

Click the Detailsicon
for aleasein the
Transaction Details grid on
the Payment Transactions -
Create Payable Manual Fees

page.

Review the manua
statement transaction details
for a specific lease.

Payable Manual Fee
Transaction - Action
History - Historic Details

RE_MFT_NOTES SEC

Click the Revision History
link in the Transaction
Details grid on the Payment
Transactions - Create
Payable Manual Fees page.

Review historic details for
the transaction.

Accounting Distributions

RE_MFTGRP_DST_SEC

Click the Accounting
Distributions link on the
Payment Transactions -
Create Payable Manual Fees

page.

Override the accounting
distributions defined at the
business unit level.

Creating Manual Payment Transactions

Access the Payment Transactions - Create Payable Manual Fees page or the Billing Transaction - Maintain
Payable Manual Fees page (Real Estate Management, Lease Administration, Payables L eases, Create Manual
Payables, Payment Transactions - Create Payable Manual Fees).
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Payment Transactions

Create Payable Manual Fees
Business Unit:  US001 Transaction Currency: UsD  Unit of Measure:  Square Feet

Accounting Distribution

Customize | Find | B | ¥ Firet El 1 of1 O Last

*Manual Fee Name Amount Description Accounting Distribution
@ | 0.00 Accounting Distribution =]
Total Charges: 0.00 Calculate Total
Distribute.. |
. Number  Payee | Property =~ Evenly  ByArea ® Amount  © Percent

Transaction Details

Customize | Find | B | B First & 1071 T Last

Tranzaction Details Lease Detailz Status Detailz F=M

Lease Number Lease Name Payee

Transaction
Status

@ 0.00 0.00 [=]

: Calculate Transaction Amounts

Detailzs  Amount Percentage

Manual Fee Group Transaction Summary

Schedule Date: 10/05/2009 [5]

Invoice Number: Description:

Total Charges: 0.00 =
Total Rentable Area: 0.000
Total Transaction Amount: 0.00
Allocated Percentage: 0.00

Transaction Count: 0

i Commit Transactions

Created By: Last Updated By:
Created Om: Last Updated Om:

Payment Transactions - Maintain Payable Manual Fees page

When you first create manual fee transactions, the page nameis Create Payable Manual Fees page. After you
save an exit the page, to access the information again, you access the Maintain Payable Manual Transaction
page. The pages function similarly. Only the Create Payable Manual Fees page is shown. The status of the
transactions control what you can edit on the page:

« |If dl of the transactions on this page are in Draft status, you can edit the entire page.

« If one or more of the transactions on this page are in Draft status, you can edit or delete the individual
transactions or add new transactions.

« If al of the transactions on this page are in Pending, Processed, or Error, the page is display-only.
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Click to add a new manual fee. The system adds a row to the Charge Details grid.

Click thislink to access the accounting distributions page and override the
accounting rules defined at the business unit.

Enter the manual fee name. The available manual fees are based on the active
manual fee types.

See Chapter 8, "Structuring Leases," Defining Manual Fee Types, page 88.

Enter the amount of the manual fee that you want to distribute between |eases.

Y ou can enter positive or negative amounts, but the amounts that you enter must

either be al positive or al negative. If you want to issue a charge and a credit for
the same group of transactions, you must enter them on two different worksheets.

Enter the description of the manual fee. Thisfield is only for informational
purposes.

Click thislink to access the accounting distributions page and override the
accounting rules defined at the business unit.

Click to calculate the total amount of manual fees. The system adds the valuesin
the Amount field and populates the Total Charges field with the total amount.

Click to insert anew empty row into the Transaction Details grid. You can click
the Look up Lease Key icon in the Lease Number column to search for alease.

Click to transfer to the Maintain Payable Manual Transaction - Lease Search by
Payee page on which you can search for leases by payees and select the leases to
add to the Transaction Details grid.

Click to transfer to the Manual Fees - Leased Property Search page on which you
can search for leases by properties and select the leases to add to the Transaction
Details grid.

Click to distribute the total charges evenly between the leases in the Transaction
Details grid. The system cal culates the amount with this formula:

Click to distribute the total charges based on the proportional amount of rentable
area by each lease in relation to the total area of all leasesin the Transaction
Details grid.
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Allocate By

Amount

Per cent

Transaction Details

L ease Number

Details

Payee

Transaction Status

Amount

Per centage

Rentable Area

Revision History

Calculate Transaction
Amounts

Processing Payments for Payables Leases

Select to use the Amount field to calculate the charges allocated to the lease
transactions.

Select to use the Percent field to calculate the charges alocated to lease
transactions.

Enter the lease to which the transaction will be allocated. Y ou can select from
leases that are in Active, Holdover, or Expired status.

Click the Detailsicon for alease to access the Payable Manual Fee - Transaction
Details on which you can view asummary of the transaction details for that
lease.

Enter the entity who to receive the payments. The system uses the landlord as the
default. Y ou can override this value.

Displays the transaction status. The system initially creates each transaction with
astatus of Draft. After you commit the transactions, the system sets the status to
Pending.

Enter the total amount of chargesto allocate to this transaction. The sum of all
the amounts that you enter must equal the total charges from the Charge Details
amounts. Y ou can enter positive or negative amounts, but the amounts that you
enter must either be al positive or al negative. If you want to issue a charge and
acredit for the same group of transactions, you must enter them on two different
worksheets.

Enter the percentage of the charges to allocate to this transaction. The sum of all
of the percentages that you enter must equal 100.

Displays the total rentable area of the lease associated with the transaction.

Click to access the Payable Manual Fee Transaction - Action History - Historic
Details page to review the transaction history for a specific lease.

Click to update the valuesin the Manual Fee Group Transaction Summary group
box.

Manual Fee Group Transaction Summary

Schedule Date

I nvoice Number

Enter the date on which you want to schedul e the transactions for payment.

Enter the invoice number to be used when creating the voucher in payables.
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Total Charges Displays the total amount to be allocated. Thisfield isthe same asthe Total
Charges field near the top of the page.

Total Rentable Area Displays the total rentable areafor the leases associated with these transactions.
The systems sums al of the values from the Rentable Area column in the
Transaction Details grid.

Total Transaction Displays the total amount of charges that you have allocated. The systems sums

Amount all of the values from the Amount column in the Transaction Details grid. This
value must equal the value in the Total Charges field before you can commit the
transactions.

Allocated Percentage Displays the total percentage of charges that you have allocated. The systems
sums all of the values from the Percentage column in the Transaction Details
grid. Thisvalue must equal 100.00 before you can commit the transactions.

Transaction Count Displays the number of transactions from the Transaction Details grid.

Commit Transactions  Click to process the transactions. The system validates the transactions, setsthe
transactions statuses to Pending and sends them to the transaction queue. The
page becomes display-only.

Overriding Accounting Distributions

342

Access the Accounting Distributions page (Click the Accounting Distributions link on the Payment
Transactions - Maintain Payable Manual Fees page.)

Payment Transactions

Create Payable Manual Fees - Accounting Distribution

This page is meant for overriding the default accounting rule setup at the Business Unit. Ifthe financial term is supposed to follow the
Business Unit default accounting rule, this page can be ignored.

O Percentage
O Area
® None Lse default accounting distribution for Business Unit

@ D L Ll
. . . . Currency Operating Fund Class Program Bud
Debit/Credit Percentage GL Business Unit Code Account Alternate Account Department Unit Code Field Code Refe
Debit 100.00 US001 usD 641500
4 »

Create Payable Manual Fees - Accounting Distributions page

Thefields on this page differ depending upon the distribution selected. When you select a value other than
None, the ChartField values become available for edit.
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Distribute By

Add Distribution

Delete Distribution

Select

Per centage

Area

Valid

Processing Payments for Payables Leases

Select either:

» Percentage: Select thisvalue to change the accounting distribution by
percentage for each financial term.

» Area Select this value to change the accounting distribution by areafor each
financial term. The rent will be distributed based on the ratio of the areas.

» None: Select this option to use the accounting distribution set up at the
business unit level.

This button appears if you select Percentageor Areafor the distribute by value.
Click this button to insert a new distribution row.

This button appears if you select Percentage or Areafor the distribute by value.
Select arow and click this button to delete it from this page.

This checkbox appearsif you select Percentage or Areafor the distribute by
value.

Select arow and click the Delete Distribution button to delete the distribution
row.

Thisfield appearsif you select Percentagefor the distribute by value.
Enter a percentage amount for this distribution line.
Percentage amounts must equal 100% to be valid.

Thisfield appearsif you select Areafor the distribute by value.
Enter the areafor this distribution line.
All lines must add up to the total rentable area for the lease to be valid.

Used to indicate a valid combination of ChartFields. When activating the lease,
edit checking will be provided and the checkbox will be selected for each row
representing avalid combination of ChartFields. A |ease cannot be activated until
every accounting distribution is marked as valid.

Creating Payable Manual Fees

Access the Payment Transactions - Create Payable Manual Fees page (Click the Create Payable Manual Fees

button.)
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Payment Transactions

Create Payable Manual Fees

Lease Number: 0000000013 Transaction Status: Pending
Lease Name: 13307 Elm Street
Region: Southern Sales Region
Business Unit: US001 MEW YORK OFERATIONS
Lease Currency: UsD
Landlord Name: Western Life and Annuity
Schedule Date: 10/05/2009 [+
Invoice Number
i 4] ]
*Manual Fee Type Manual Fee Hame *Amount Curr. Description
Q@ [+]|[=]
Lease
Created By: Kenneth Schumacher Last Updated By:  Kenneth Schumacher
Created On:  10/05/2009 10:54:10PM Last Updated On:  10/05/2009 10:54:10PM
Payment Transactions - Create Payable Manual Fees
Schedule Date Enter the date on which you want to schedul e the transactions for payment.
I nvoice Number Enter the invoice number, if you do not want the system to create one for you, to

be used when creating the payment.

Manual Fee Type Enter the manual fee type.

Amount Enter the payment amount.

Running the Interface to AP/Billing Process

This section provides an overview of the Interface to AP/Billing process and discusses how to run the
Interface to AP/Billing process.

Understanding the Interface to AP/Billing Process

344

PeopleSoft Real Estate Management uses existing PeopleSoft Payables functionality to generate vouchers and
payments to the landlords or payees. When you run the Interface to AP/Billing process, the system sends
approved PeopleSoft Real Estate Management payment information to the PeopleSoft Payables V oucher
Build and Voucher Edit staging tables. After the information is sent, the PeopleSoft Payables application
continues with the process flow by generating the vouchers and payments to the landlord and also generating
the appropriate accounting information for posting to the general ledger.
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The Interface to AP/Billing process popul ates four tables:

Voucher Headers (VCHR_HDR_STG)

Voucher Lines (VCHR_LINE_STG)

Voucher Line Distributions (VCHR_DIST_STG)

Voucher Payments (VCHR_PYMT_STG)

To populate these tables, this process groups the transaction details by each lease and inserts a voucher header
for each lease and payee combination. A voucher lineis created for every transaction detail for that |ease and
payee combination and the system inserts the distribution lines that correspond to those details. The
distribution detail defaults from the Contract Accounting Rules process that uses the Lease Administration
Accounting Rules setup and the transaction detail information, such as the transaction routing code.

The transaction routing code that is associated with atransaction detail also provides processing information
that relates to withholding tax and sales and use taxes. Since the AP Voucher Build/Edit populates most of the
information that is not provided by the interface, it is recommended that you set up the transaction routing
codes using the Default option.

For example, if a payables business unit and vendor are set up to use withholding, the transaction routing
code Withholding is set to let the PeopleSoft Payables system provide the applicable withholding code. The
default can be set to No to avoid withholding on a specific transaction detail that is not subject to withholding.
Setting atransaction routing code Withholding to Yes for sending transactions to a payables business unit that
is not set to collect withholding tax, or for avendor not subjected to withholding tax, places the generated
voucher in Error/Recycle state as the necessary additional withholding information is not defaulted.

To create the vouchers in PeopleSoft Payables for the PeopleSoft Real Estate Management transactions,
PeopleSoft Payables runs the AP Voucher Build/Edit process, which takes the data from the staging tables
after they are populated. This process uses the information provided in the tables, populates values for fields
that were not populated, and verifies the integrity of the generated voucher. If any issues are found, the
voucher isset in error and can be reviewed online or recycled in batch. The voucher is not available for
further processing until all errors are corrected.

Note. You can aso use the Interface to AP/Billing process to generate invoices to tenants for receivables
leases. When generating the process, consider setting up separate run control 1Ds for generating billing and
payables transactions. If you use only one run control ID, the system generates all transactions for both
invoices and payments.

Prerequisites

Before you run the Interface to AP/Billing process, verify that transactions in the transaction queue arein
Approved status.
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Page Used to Manage Interfaces to AP/Billing

Page Name Definition Name Navigation Usage
Manage Interfaces to RUN_TXN_INTFC Real Estate Management, Enter the run control
AP/Billing Lease Administration, parameters to generate
Integrations, Manage transactions into PeopleSoft
Interface to AP/Billing Payables to create vouchers
and payments.

Running the Interface to AP/Billing Process

Access the Manage I nterfaces to AP/Billing page (Real Estate Management, L ease Administration,
Integrations, Manage Interface to AP/Billing).

Manage Interfaces to AP/Billing

Run Control 1D: AP Report Manager Process Monitor Run

Business Unit: @,

Lease Number: 2,

] Payables
[ gilling

Manage Interfaces to AP/Billing page

Business Unit Enter a business unit to generate transactions that are specific to that business
unit.
L ease Number Enter alease number to generate transactions for that lease. Y ou must enter a

business unit before you can enter alease number.
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Interface Selection

Payables

Billing

Processing Payments for Payables Leases

Select to send al payables transactions for the business unit and |ease number
parameters to the staging table. If you leave both fields blank, the system sends
all approved transactions for payables |eases to the payables staging table.

Select to send al billing transactions for the business unit and lease number
parameters to the staging table. If you leave both fields blank, the system sends
al approved transactions for receivables to the Billing staging table.

See Chapter 19, "Processing Invoices for Receivables L eases," Understanding

the Interface to AP/Billing Process, page 320.

Viewing Pending Lease Payables

This section discusses how to inquire about pending lease payables (also commonly referred to as the rent roll

report).

PeopleSoft Real Estate Management enables you to view the list of pending lease payables. This interactive
inquiry enables you to filter the criteria and view all the active leases with pending payments and their

schedules.

Page Used to View Pending Lease Payables

Page Name

Definition Name

Navigation

Usage

Pending L ease Payables

RE_RENTROLL_INQ

Real Estate Management,
Lease Administration,
Reports, Pending Lease
Payables

Inquire on the pending
payments for alease. You
can view the payment types
and the scheduled date that
the transaction isto be
processed for all payments
that are associated with the
lease.

Inquiring about Pending Lease Payables

Access the Pending L ease Payables page (Real Estate Management, Lease Administration, Reports, Pending

L ease Payables).
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Due Date From:
Lease Number:
Lease Administrator:

Portfolio Manager:

Region:
Search Clear
Lease Schedule Term
Number Humber
0000000008 1 Base Rent
00000000082 Basze Rent
0000000008 3 Base Rent

Pending Lease Payables

*Business Unit: US001 @, Us001 NEW YORK OPERATIONS

[ To: El
OJ
OJ
OJ
OJ
i 4 ]
g;::dule g:tr;erated Amount Currency Payee Schedule Status
10/31/2000 | 07/07/2006 15500.00 USD E‘:;SJ;;” Lifeand | ¢ onerated
14/30/2000 | 07/07/2006 15500.00 USD ;nensjﬁ;” Liteand ¢ enerated
12/31/2000 | 07/07/2006 1550000 usp vestemlifeand oot

Annuity

Pending Lease Payables page

Enter the business unit and

click Search to view al of the leases with pending payments and their schedules

within that business unit. To view afiltered list, enter search criteriain the fields and click Search. Click

Clear to clear all of the sear

DueDateFromand To

L ease Administrator

Portfolio M anager

ch criteria and results.

Select the date range for pending transactions that are scheduled within that
range.

Select to view pending transaction schedules that are associated with that lease
administrator.

Select to view pending transaction schedules that are associated with that
portfolio manager.

Pending Lease Payables

Term

Schedule Date

Generated Date

Payee

Displays the type of transaction that is scheduled. The term can be for base rent,
operating expense, miscellaneous rent, and so on.

Displays the date that the transaction is expected for payment.

Displays the date that the transaction generator processed the transaction and
placed it into the transaction queue.

Displays the entity to whom the payment is made.
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Schedule Status Displays transaction schedule status, whether the transaction is pending, or was
generated to the transaction queue.
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Configuring Batch Processes

This appendix discusses how to configure temporary tables for batch processing.

Configuring Temporary Tables for Batch Processing

When you run batch processesin parallel, you risk data contention and deadlocks on temporary tables. To
avoid this, PeopleTools enables you to dedicate specific instances of temporary tables for each process. When
PeopleSoft Application Engine manages a dedicated temporary table instance, it controls the locking of the
table before use and the unlocking of the table after use.

When you decide how many temporary table instances to dedicate for a process, consider the number of
temporary tables that the process uses. More instances result in more copies of the temporary tables on the
system. For example, if a process uses 25 temporary tables and you have 10 instances for a process, you will
have 250 temporary tables on the system.

If you run processesin parallel and all of the dedicated temporary table instances are in use, the performance
of the process decreases. Y ou need to find a balance that works for your organization.

Note. When you specify the number of instances, PeopleSoft Application Designer displays alist of the
temporary tables for the process. Use the list to determine how many temporary tables each process uses.

Specify how many temporary table instances to dedicate for each of the following batch processes that can
runin parallel in PeopleSoft Real Estate Management:

« Critical Date Notification Generator (RE_CRDT_GEN)
The Critical Date Notification Generator process uses these temporary tables:
« RE_CDNT_TAO
- RECDNTID_TAO
» FAS-13 Schedule Generator (RE_FASB_GEN).
The FAS-13 schedule Generator process uses this temporary table (RE_FASB_TAO).
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Recurring Transactions Schedule Generator (RE_GENTRANS).

The Recurring Transactions Schedule Generator process uses these temporary tables:

. RE_GENDTL_TAO

RE_GENTXN_TAO

RE_PROVAR_TAO

RE_TRMAMT_TAO

RE_LS EXP_TAO
« RE_LSXBU_TAO
Send Billing Transactionsto TBP (RE_INTFC_TBP).

The Send Billing Transactions to TBP process uses these temporary tables:

« RE_INTFC_TAO
« RE_TXN_TAO
Lease Admin Pagelet data (Summary Tables) Collector (RE_PGLT_DATA).

The Lease Admin Pagelet Data (Summary Tables) Collector process uses this temporary table
RE_SPCUTL_TAO.

Request for Employee Location Assignments from CAFM (RE_REQ ELOC).

The Request for Employee Location Assignments from CAFM process uses this temporary table
RE_EMPLOC_TAO.

Request for Property Size and Occupancy from CAFM (RE_REQ_PROP).

The Request for Property Size and Occupancy from CAFM uses this temporary table RE_PROP_TAO.
Post FASB Schedulesto GL (RE_STGL_POST).

The Post FASB Schedules to GL process uses these temporary tables:

« RE_STGLS TAO

« RE_STGLT_TAO

Copyright © 1992, 2009, Oracle and/or its affiliates. All Rights Reserved.



Appendix A Configuring Batch Processes

» Rent Variance Extract (RE_RENT_VAR)

The Rent Variance Extract process uses these temporary tables:

« RE_PRIRNT_TAO

RE_PRIVAL_TAO

RE_RNTSCH_TAO

RE_RNTTRM_TAO

RE_RNTTXN_TAO

RE_RNTVAR_TAO

The PeopleTools documentation discusses the usage of temporary tablesin detail and describes how to
specify the number of instances.

If you run any of the PeopleSoft General Ledger COBOL processes, you should also configure the temporary
tables for those processes. The PeopleSoft Enterprise General Ledger PeopleBook discusses how to do thisin
detail.

See Also

Optimizing General Ledger Performance PeopleTools PeopleBook: PeopleSoft Application Engine
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Scenarios for PeopleSoft Real Estate
Management

This appendix provides real-life scenarios for using PeopleSoft Real Estate Management.

Understanding This Appendix

The scenarios in this appendix are examples of how to use some of the features within PeopleSoft Real Estate
Management. These real-life examples describe some of the intended uses of these features, enabling you to
understand how these features might be applied to your own organization.

Note. The real-life scenarios described within this PeopleBook may not conform to the business rules and
procedures within your organization. Do not construe these examples as consulting or implementation advice
for your specific industry or your individual organization. Y ou should adapt or disregard the information here

based on the needs of your organization. Oracle does not guarantee that the information included here will
work as intended within your environment.

Scenario: Set up for Creating a Contract from a Lease

Lease Administration is integrated with PeopleSoft Billing through the Transaction Billing Processor which
is owned by PeopleSoft Contracts. In a background process, the system will create a contract for every
receivables when the lease is activated. It isthrough this contract that the lease establishes the integration to

PeopleSoft Billing. The following sections describe the one-time setup required for the contract to be created
when areceivables leaseis activated.

Billing Setup

The ON-DEMAND bill cycle needsto be setup prior to use. If thisis not setup an error, will occur during
|ease activation.

Access the Bill Cycle page (Set Up Financials/Supply Chain, Product Related, Billing, Setup, Bill Cycle)
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Bill Cycle
Cycle ID: OM-DEMAND
*Status: Active W
Short Description: On Demand
Description: Bill oan Demand/M™o Schedule
Schedule: @,
Bill Generation Date Basis: Y|  Bill Generation Lead Days:
Invoice Date Default: b
Schedule: @,
Bill Generation Date Basis: | Bill Generation Lead Days:
Invoice Date Default: il
Bill Cycle page

Real Estate Management Business Unit Setup

There are three fields to be setup in RE Business Unit under billing defaults:

« Billing Type: Thisvalue is prompted from PeopleSoft Billing setup. If this value isleft blank, this value
will be populated from the PeopleSoft Contracts business unit setup. If you do not enter thisvalue in the
PeopleSoft Contracts business unit setup, the system will raise an error when the user activates the lease.

 Bill Source: Thisvalueis prompted from PeopleSoft Billing setup. If this valueis left blank, thisvalue
will be populated from the PeopleSoft Contracts business unit setup. If you do not enter thisvalue in the
PeopleSoft Contracts business unit setup, the system will raise an error when the user activates the lease.

« Bill By: Thisvaueis prompted from PeopleSoft Billing setup. This value can be blank on the PeopleSoft

Contracts business unit setup also.

Access the Real Estate Management Business Unit — Transaction Settings page (Set up Financials/Supply
Chain, Business Unit Related, Real Estate Management, L ease Administration, LA Business Unit Definition,

Transaction Settings)
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o

General B Transaction Settings ! Options and Critical Dates N

E@ Business Unit Definition - Lease Administration
Lease Administration Business Unit Definition - US001

Business Unit: =001
Billing Options Accounts Payable Options

Lead Time (Days): | 10 Lead Time (Days): | 10

Auto Approve [ Auto Approve

Straightline Accounting Routing Codes: Straightline Accounting Routing Codes:
*pccrual: IFASB_R_ACCRUAL @, *Accrual: IFASB_P_ACCRUAL @,
*Deferral: IFASB_R_DEFERRAL @ *Deferral: IFASB_P_DEFERRAL @
*Adjustment: [FASB_R_ADJUST @, *Adjustment:  |FASB_P_ADJUST @,

[tem Routing Codes

*Base Rent: IRENT @,
Security Deposits:
*Issue: |SECDEP_ISSUE @, *Interest: |SECDEP_INTEREST @,
*Deduction: |SECDEP_DED @, *Refund: |SECDEP_REFUND @,
*Operating Expenses: |OPEX_DEFAULT @, *Miscellaneous Rent: |MISC_DEFAULT @,
*Percent Rent: |PRENT_DEFAULT @, *Manual Fees: IMAN_DEFAULT @,

Billing Defaults

Bill Source: |SERVICE @, Bill By: |CGNTR,ACT @,

Billing Type: |[RE @,

Real Estate Management Business Unit — Transaction Settings page

Contracts Business Unit Setup

On the Contracts Business Unit — BU Definition page, you must enter avalid Bl Unit.

Access the Contracts Business Unit — BU Definition page (Set Up Financials/Supply Chain, Business Unit
Related, Contracts, Contracts Definition)
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Defaults Processing Options Fee Definition

Business Unit:  Us001  Description: |u5nu1 MEW YORK OFPERATIONS

Short Desc: Jsood

GL Unit: IWC% LIS001 NEW YORK OPERATIONS

OM Unit: IWC% LIS001 NEW YORK OPERATIONS

Bl Unit usoo1 @, US001 NEW YORK OPERATIONS
(Security |

Currency Code: (USD @, [l Enforce Contract Status Securtiy

Rate Type: MQ\. Delete Internal Notes

Update Internal Notes

Contracts Business Unit — BU Definition page

On the Contracts Business Unit — Defaults page, select REALESTATE for the Bill Source value.

The bill sourceis used to create the bill plan for the contract that is created when areceivablesleaseis
activated. This bill planisused by the transaction billing processor to perform bill processing for Real Estate
transactions for the lease. It does not need to be a specific value, but avalue must be selected for thisfield,
either in the Contracts business unit setup or in the Lease Administration business unit setup. If no values for
the Bill Type and Bill Source are found in the Lease Administration business unit setup then the values setup
in the Contracts business unit setup will be used. If the Bill Typeis not setup, an error will occur when the
leaseis activated.

Access the Contracts Business Unit — Defaults page (Set Up Financials/Supply Chain, Business Unit Related,
Contracts, Contracts Definition, Defaults)
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" BU Definition |0 ET Processing Options ' Fee Definition

Business Unit: L5001

Us001 NEW YORK OPERATIONS

@,

Commercial Construction
Contracts Distribution Rule
Inbilled Accounts Receivable

LIS Legal Entity

Contract

Contract Admin: |Angelini,Gina
Contract Type: |COMMERCIAL @,
Dist Rule Code: |CONTRACTS @,
Unbilled AR: |AR-UNBILL @,
Legal Entity: |USLET @,
Billing Plan

Bill Type: cA @,
Bill Source: |REALESTATE @,

CONTRACTS

Commercial Real Estate

Taxes

Ship From: lUs001 @,

IS4 - New Yaork

Prepaids

Prepaid Tax Timing: | .V|

Billing Plan Template: | @,
Bill Plan Detail Template ID: | @,
Deferred Revenue: | @,

[ utilize Against all Lines

Progress Payment Rates

Progress Payment Rate;

—
—

Liguidation rate:

Contracts Business Unit — Defaults page

Customer Validation

Y ou must verify that the customers are available for selection from the Bill to Customer ID field Prompt for
the Bill Plan in PeopleSoft Contracts. Thisfield (BILL_TO_CUST _ID) is driven by the PeopleSoft Billing
Business unit. The billing business unit is defined on the Contracts Business Unit Definition page.

To verify the information is defined correctly:
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1. Navigate to the Customer Contracts — General Information page (Customer Contracts, Create and Amend,
Genera Information).

Add anew contract and enter at |east one line.
Save the contract.
Click the Billing Plans link.

Select a contract line and assign a billing plan B101.

© o > w N

Click the Bill To Customer prompt and verify your customers are available for selection. If a customer is
not visible in this prompt, verify that the PeopleSoft Billing business unit is mapped to the same Setid as
the customer.

Contract Status Setup

Because PeopleSoft Contracts does not allow the creation of an active processing status as a default value,
you will need to follow the stepsin the following workaround:

1. Accessthe Contract Status page (Set Up Financials/Supply Chain, Contracts, General Options, Contract
Status).

Add anew vaue. Use ACTIVE as the contract status.
Add a description and select the Pending processing status.

The Default checkbox will now appear on the page. Select this checkbox.

a ~ v N

Select the Active processing status.

Note. Do not unselect the Default checkbox.

6. Click Save and ignore any warning messages received.

Unit of Measure Setup

360

Real Estate Management uses the following Units Of Measure:
»  Sguare Feet (SQF)
» Sguare Meters (SM)

If the UOM is not setup, the system will display an error during lease activation. Navigate to Set Up
Financias/SupplyChain, Common Definitions, Units of Measure, Units of Measure to define these values.
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Reports

This appendix provides an overview of PeopleSoft Real Estate Management reports and enables you to view
summary tables of al reports.

Note. For samples of these reports, see the Portable Document Format (PDF) files that are published on CD-
ROM with your documentation.

PeopleSoft Real Estate Management Reports: A-Z

Thistable lists the PeopleSoft Real Estate Management reports, sorted a pha-numerically by report ID.

Report ID and Report
Name

Description

Navigation

Run Control Page

RE_CRTICDT_INQ
Critical Dates Inquiry

View the online inquiry of
critical dates and associated
options. The critical dates
inquiry page isasummary
reminder of important tasks
requiring action by a
specific date. This
interactive report supports
the business process for
options and critical dates.

See Chapter 17, "Setting Up
Options and Critical Dates,"
Defining L ease Options and
Critical Dates, page 289.

Real Estate Management,
Lease Administration,
Reports, Critical Dates
Inquiry

Not Applicable
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Report ID and Report
Name

Description

Navigation

Run Control Page

RE LS ABSTRACT
Lease Abstract

Displays a summary of the
lease terms and conditions
entered into the system.
This report supports the
business process of creating
lease abstracts.

Thisreport isthe same as
the Lease Abstract
Worksheet below, but is
populated with the lease
information, as opposed to a
blank workshest.

See Chapter 10, "Creating
L ease Abstracts,"”
Understanding L ease

Abstracts, page 125.

Real Estate Management,
Lease Administration,
Reports, Lease Abstract

Not Applicable

RE_ABS WRKSHEET
Lease Abstract Worksheet

Displays a blank copy of the
|ease abstract worksheet.
This report isused to
manually capture terms and
conditions of aleaseto

enter into the system. This
interactive report supports
the business process of
creating lease abstracts.

See Chapter 10, "Creating
L ease Abstracts,"”
Understanding L ease

Abstracts, page 125.

Real Estate Management,
Lease Administration,
Reports, Lease Abstract
Worksheet

Not Applicable

RE_LEASE_INQ

Lease Inquiry - Payables
Lease

View the online inquiry of
general terms and the
financial summary for
payables leases. This report
supports the business
process for creating and
maintaining leases.

See Chapter 11, "Cresting

and Maintaining L eases,"
Reviewing Basic L ease
Information, page 175.

Real Estate Management,
Lease Administration,
Payables Lease, Lease
Inquiry

Not Applicable
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Report ID and Report
Name

Description

Navigation

Run Control Page

RE_LEASE_INQ

Lease Inquiry - Receivables
Lease

View the online inquiry of
general terms and the
financial summary for
receivables leases. This
interactive report supports
the business process for
creating and maintaining
leases.

See Chapter 11, "Cresting

and Maintaining L eases,"
Reviewing Basic L ease
Information, page 175.

Real Estate Management,
Lease Administration,
Receivables L ease, Lease
Inquiry

Not Applicable

RE_LEASE_PROP
L eased Property Report

Select properties on this
interactive report to view all
payables and receivables

| eases associated with those
properties.

Real Estate Management,
Lease Administration,
Reports, Leased Property
Report

Not Applicable

RE_MIN_LS INQ

Minimum Future Lease
Obligation

Displays the |ease-related
financial obligations of the
tenant. Minimum Future
Lease Obligationsis used to
review and report all future
rent obligations that, as of
the date of preparing the
report (usually at the end of
the fiscal year), your
organization is committed
to pay. This report appears
in the notes to the financia
statements.

Real Estate Management,
Lease Administration,
Reports, Minimum Lease
Obligation

RE_MIN_LS INQ

RE_RENTROLL_INQ
Pending L ease Payables

View the onlineinquiry of
pending payables |ease
payments and their
schedules. Thisinteractive
report supports the business
process for processing
payments for payables
leases.

Note. Commonly referred
to asarent roll report.

See Chapter 20, "Processing
Payments for Payables
Leases," Viewing Pending
L ease Payables, page 347.

Real Estate Management,
Lease Administration,
Reports, Pending Lease
Payables

Not Applicable
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Report ID and Report
Name

Description

Navigation

Run Control Page

RE_RECEIVABLE_INQ
Pending L ease Receivables

View the online inquiry of
pending lease receivables
invoices and schedules.
This interactive report
supports the business
process for processing
invoices for receivables
leases.

See Chapter 19, "Processing
Invoices for Receivables
Leases," Viewing Pending
L ease Receivables, page
323.

Real Estate Management,
Lease Administration,
Reports, Pending Lease
Receivables

Not Applicable

RE_PROP_INQ
Property Information

View the online inquiry of
basic property information
such as the business unit,
site, location, building,
country, floor,
state/province, area, city,
space, and property class.

Real Estate Management,
Lease Administration,
Reports, Property
Information

RE_PROP_INQ

RE_OCCUPANT_RPT

View alist of al occupants
for aproperty and basic

Real Estate Management,
Lease Administration,

RE_OCCUPANT_RPT

Property Occupants Report information such as move in| Reports, Property
and move out date. Occupants Report
RE_RENT_VAR Extract and compute Resal Estate Management, RE_RENTVAR_EXTRAC

Rent Variance Extract

recurring rent variance data
for the Rent Variance
report.

Lease Administration,
Integrations, Rent Variance
Extract

T

RE1001-.RPT
Rent Variance Report

Compare the rent amounts
between the current period
and the prior period, view
the variancesin the
payments, and also view
indicators for justifying
variance.

Note. Y ou must run the
Rent Variance Extract
Application Engine process
to process the new recurring
transactions before you run
the Rent Variance report.

Real Estate Management,
Lease Administration,
Reports, Rent Variance

RE_RENTVAR_REPORT
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sales reporting worksheet
transactional tables. This
interactive report supports
the business process for
percent rent sales reporting.

See Chapter 15, " Setting Up
and Calculating Percent
Rent," Understanding
Percent Rent Terms, page
235.

Reports, Reported Sales

Report ID and Report Description Navigation Run Control Page

Name

RE1000-.RPT Displays the complete Real Estate Management, RE_RPTDSALESINQ
contents of the Percent Rent | Lease Administration,

Reported Sales Report
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Index

A

accounting entries, defining 34
accounting rules
establishing 32
understanding 20
Accounting Rules for Lease Administration page
33
Add to My L ease Portfolio page 177
Amendment - Review Amendment Details page
201
amendment details, editing 204
amendments 197
adding 203
clauses 205
financial terms 204
genera information 204
leases 197
manage 197
percent rent sales reporting 266
status 198
summaries 197
understanding 197
working with 199
Amendments - Amendment History page 200
Amendments - Edit Amendment Details page 201
Amendment Types page 78
AP/Billing interface
managing 322, 344
running 320, 344
understanding 320, 344
Apply Critical Date Template page 288
Approving Site Acquisition Requests 119
Asset Repository page 7
attachments, document 10
automated workflow 27
auto straightline, defaulting 25

B

base rent, adding 161
Basic Lease Information page 176
basic security, setting up 35
batch processing, configuring 351
billing
defaults 31
managing 306
understanding 306
Billing Interface Error Details page 308, 332
Billing Transaction Details page 307
Billing Transactions - Create Receivable Manual
Fees page 307, 314
Billing Transactions - Historic Details page 308
Billing Transactions - Maintain Receivable
Manual Transaction page 307, 314
Billing Transactions page 307
business unit, creating 22
business unit, defining
PeopleSoft Asset Management 24
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PeopleSoft Contracts 24
PeopleSoft General Ledger 24
PeopleSoft Payables 24

C

CA_ACCT_RULES page 33
Catch up Payments
Understanding 209
clause details
adding 170
understanding 168
Clause Details page 169
Clauses Amendments page 205
Clause Types page 91
common elements xvii
Compare Operating Expense Audit page 229
Compare Operating Expenses with Prior Audit
page 224
Compare Operating Expenses with Prior
Statement page 232
Contact Repository 6
Contacts page 301
Copy Mail Template page 93, 95
Create New Lease - Clauses page 169
Create New Lease - Financial Terms page
157, 158, 258
Create New Lease - General |nformation page
151, 152
Create New Lease - Notes page 172
Create New Lease - Operating Expense Details
page 211
Create New Sales Reports page 266
creating contracts from leases
Scenario 355
critical date
notifications 286
task list maintenance 286
template 286
Critical Date Detail page 288
Critical Date Inquiry page 289
critical dates detail
schedule details 293
setting up 291
Critical Dates Details page 291
critical date template
understanding 98
Critical Date Template page 98

D

data flow, integrations 9

deferred processing xvi

Define Critical Date Template page 289
Define Option Notifications page 99
Define Options Notifications page 99
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368

E

E-mail Message page 288
Economic Index Values page 89
Edit Pending Amendment - Clauses page 201
Edit Pending Amendment - Financial Terms page
201
Edit Pending Amendment - General Information
page 201
error
viewing 145, 308, 310, 332, 334
escalation type
index 164
stepped 164
External Contact Address page 301

F

file transfer protocol (FTP) 10

Final Security Deposit Refund Worksheet page 280

financial terms
summary 159
understanding 155

Financial Terms - Base Rent Details page 157, 161
Financial Terms - Miscellaneous Rent Details page

157

Financial Terms - Operating Expense Details page

157
Financial Terms - Percent Rent page 158, 258
Financial Terms - Security Deposit page 157
Financial Terms Amendments page 204
Find Missing Sales Reports page 266, 268
FTP server 10

G

General Information Amendments page 204
generd lease information, understanding 146
Generate Critical Date Notifications page 289
Generating Straightline Schedule page 186
group routing codes 31

H

Historic Details page 315, 338

index values 90
Insert Mail Fields page 93, 96
integrating with
Asset Lifecycle Management Portal Pack 18
asset repository 16
other PeopleSoft applications 15
Payables 17
PeopleSoft Asset Management 16
PeopleSoft Billing 17
PeopleSoft General Ledger 16

Transaction Billing Processor 17
invoice processing

approving 308

billing transactions 310

errors 321

managing 306

manual transactions 308

receivables leases, understanding 303

selecting transactions 308

understanding 306

J

Journal Lines page 192
journal template, general ledger 24

L

lease abstract
reviewing 133
summary 133
understanding 125
worksheet 125
Lease Abstract page 76, 133, 134
|lease abstract worksheet
creating 126
printing 126
Lease Abstract Worksheet page 126
L ease Administration Business Unit Definition -
Genera page 22, 23
Lease Administration Business Unit Definition -
Options and Critical Dates page 32
L ease Administration Business Unit Definition -
Transaction Settings page 28
Lease Administration Business Unit Definition —
Transaction Settings page 22
Lease Administration Center page
navigating 5
Lease Administration Roles page 103
Lease Administration Setup page 7
Lease and SAR Option Mail Sample page 94
Lease and SAR Option Mail Template page 93, 94
Lease and SAR Options page 93, 94
lease clauses
clause details 168
defining 168
understanding 168
Lease Contact Address page 301
lease contacts
customers 297, 302
external 298
principal 297, 302
supplemental agreement 298, 302
vendors 297, 302
lease expiration, notification 27
lease options 290
copy from 92
leases
actions 145, 147
administering 12
administration 153
clauses 168
common elements 144
creating 12, 143
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genera lease information 146
maintaining 197
payables 141, 142
process flow 143
property information 153
property list 154
receivables 141, 142
status 148
timetable 152
understanding 141
Lease Types page 80
limits and measures, defining 25
logs, amendments 197

M

Maintain Lease - General Information page 151
Maintain Lease — General Information page 200
Maintain Payable Manual Transaction - Lease
Search by Payee page 338
Maintain Receivable Manual Transaction - Lease
Search by Payor page 314
Manage Accounting page 6
Manage Billing/AR page 6
Manage Interfaces to AP/Billing page 322, 346
Manage Payments page 6
Manage Transaction Generator page 306, 329
Manual Fees - Leased Property Search page
315, 338
Manual Fee Types page 89
Manual Straightline Adjustments page 186
Miscellaneous Rent Types page 87
my critical dates, managing 295
My Ciritical Dates page 295
My Information page 6
my lease portfolio
adding 178
managing 177
My Lease Portfolio page 177

N

New Sales Report page 270
notes
group box 174
search 173
Notes - Note Detail page 173, 174
notifications
recipients 117, 294
recurring 100

O

Operating Expense
Details 214

operating expense audit
current and prior audits 230
payables |eases 223
previous audit 229
understanding 223
unmatched categories 231
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Operating Expense Audit page 223
Operating Expense Categories page 86
operating expense reconciliation
receivables leases 231
understanding 232
operating expenses
auditing 223
categories 215, 228
common area maintenance 209
current and prior audits 231
reconciliation 231
understanding 209
options
assignment 286
Billing 29
maintain 286
PeopleSoft Payables 29
options and critical dates
critical dates details 291
notifications 100
schedule details 100
setting up 287
understanding 285
Options and Critical Dates page 288, 289
Options and Templates Setup 7

P

Payable Manual Fee - Transaction Details page
338
Payables L eases page 6
payment processing
payables leases 327
receivables leases 304
understanding 327, 330
Payment Transaction - Maintain Payable Manual
Transaction page 331
Payment Transaction Details page 332
Payment Transaction page 332
payment transactions
managing 330
Payment Transactions - Create Payable Manual
Fees page 331
multiple payments 337
single payment 337
Payment Transactions - Create Receivable
Manual Fees page
single payment 307
Payment Transactions - Historical Details page
332
Payment Transactions - Maintain Payable Manual
Transaction page 337
Payment Transactions page 331
pending lease payables
inquiring 347
rent roll 347
reviewing 347
Pending L ease Payables page 347
pending lease receivables
inquiring 323
reviewing 323
Pending L ease Receivables page 324
PeopleSoft Asset Lifecycle Management Portal
Pack, integrating 18
PeopleSoft Asset Management, integrating 16
PeopleSoft Billing, integrating 17
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370

PeopleSoft General Ledger, integrating 16
PeopleSoft Payables, integrating 17
PeopleSoft Project Costing, integrating 18
PeopleSoft Real Estate Management

business process 1

implementation 9

navigating 5

PeopleSoft Setup Manager, implementation 3

PeopleSoft Transaction Billing Processor,
integrating 17
percent rent
adjustments to estimated rents 256
breakpoints 263
calculating 263, 264, 270
cumulative method 241
cumulative pro rata method 243
each period method 239
lease pro rata method 249
missing sales report 264
modified cumulative method 246
partial year pro rata method 248
sales estimation methods 256
sales reporting 264
sales reporting categories 262
setting up 257
understanding 235, 264
weekly sales method 237
Percent Rent
L ease Breakpoints 261
Posted Straightline Accounting page 192
Post Straightline Entries page 191
previous operating expense reconciliation,
comparing 234
product integration, understanding 15
Property Search page 151
Prorata Share Details
Basis 218
proration method 26
proration methods 155

R

RE_ABS WRKSHEET page 126
RE_ABST_SECT page 76
RE_AMND_TY PE page 78
RE_BU_CFG1 page 22
RE_BU_CFG2 page 22
RE_CDNT_GEN page 289
RE_CLAUSE_TYPE page 91
RE_CONTACT_ADDR 300
RE_CONTACT_PHONE 299
RE_CONTACT page 299
RE_CPYMAIL_TMPLT page 93
RE_CRDT_DTL page 288
RE_CRTICDT_INQ page 289
RE_DEPOSIT_SEC page 157, 275
RE_EXP_CLASS page 86
RE_FASB_ADJUSTMENT page 186
RE_FASB_RUNCNTL page 186
RE_IDX_VALUE page 89
RE_IMPORT_SL S page 266
RE_LA_ROLES page 103
RE_LEASE_INQ page 176
RE_LEASE _OPTION page 93
RE_LEASE_PROP page 315, 338
RE_LEASE_TYPE page 80

RE_LS AMND_DTL_SEC page 201
RE_LS AMND_SUMM page 200
RE_LS CLAUSES SEC page 169
RE_LS CLAUSES page 169
RE_LS CNT_ADDR_SEC page 301
RE_LS CONTACTS page 301
RE_LS EXT_ADD_SEC page 301
RE_LS GENERAL page 151, 200
RE_LS NOTES SEC page 173
RE_LS NOTES page 172
RE_LS OPT_EMAIL page 288
RE_LS OPTIONS page 288
RE_LS PCTRENT_SEC page 258
RE_LS PCT RENT_SEC page 158
RE_LS PPTY_SRCH page 151
RE_LS TERMS page 157, 258
RE_LS TRM_SEC page 157, 211
RE_LSA_GENERAL page 201
RE_MFT_MAIN page 307, 314, 337
RE_MFT_NOTES_SEC page 315, 338
RE_MFT_PAYEE_SEC 314
RE_MFT_PAYEE_SEC page 338
RE_MFT_TXN_CHG_SEC page 315, 338
RE_MISC_FEES page 87, 89
RE_MISSING_SL S page 266
RE_MYPRTFL page 177
RE_OPEXAUDIT_CMP page 224, 232
RE_OPEXAUDIT page 223, 232
RE_OPT_RECIP page 295
RE_OPT_TAG page 93
RE_OPTION_MAIL page 93
RE_OPTION_MPRYV page 94
RE_PRTFL_ADD page 177
RE_PTY_TY PE page 102
RE_RECEIVABLE_INQ page 324
RE_REFUND page 280
RE_RENTROLL_INQ page 347
RE_SALES CAT page 86
RE_SCTY_DEP_TYP page 88
RE_SLSRPT_INV page 266
RE_SLSRPT_SRCH page 266
RE_STGL_RUNCNTL page 191
RE_STGL_VIEW page 192
RE_SUMMARY _INQ page 133
RE_TMPLOPT_DTL page 99
RE_TMPLT_DTL page 289
RE_TMPLT_NM page 98
RE_TMPLT_SEL page 288
RE_TXN_DTL_SEC page 307, 332
RE_TXN_ERROR_SEC page 308, 332
RE_TXN_MANAGER page 307, 331
RE_TXN_NOTES_SEC page 308, 332
RE_TXN_ROUTE page 83
RE_USR_DEF_FLD page 82
real estate business unit

creating 22

understanding 19
Real Estate Management

establishing accounting rules 32

integrations 3

structure 75

understanding 75
Real Estate Management Center 5
Real Estate Management Center page 5
Real Estate Management contacts

understanding 297
real estate options

defining 92
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mail template 92
understanding 93
Receivable Manual Fee - Transaction Details page
315
Receivables Leases 6
Reconcile Operating Expenses - Operating
Expense Statement page 232
recurring rent
schedule 161
region codes
defining 81
understanding 81
rent escalations 163
schedule 164
report
critical datesinquiry 361
lease abstract 362
lease abstract worksheet 362
lease inquiry - payables lease 362
lease inquiry - receivables lease 363
minimum lease obligation 363
pending lease payables 363
pending lease receivables 364
property information 364
property occupants 364
RE1000-RPT 365
RE1001-RPT 364
rent variance 364
reported sales 365
Reports, Real Estate Management Center 6
Report Sales - Sales Report Details page 266
Report Sales - Sales Reports page 266
Review Journal Entries page 192
Role Types page 102
routing codes
defining 30
security deposit 30
row-level security, setting up 39
RUN_RE_GENTRANS page 306, 329
RUN_TXN_INTFC page 322, 346

S

sales and use tax, defining 85
Sales Calculation Log page 266
Sales Categories page 86
sales reports
creating 270
finding 268
importing 272
searching 267
Sales Reports - Sales Report (import) page 266
security 39
lease administration roles 36
real estate management 35
Real Estate Management 39
roles and permission lists 37
role types 36
setting up 37
Security Deposit page 275
security deposits
adding 276
log 276
setting up 274
understanding 273
security deposits refund
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interest and deductions 281
refunding 280
understanding 280
worksheet 280, 281

Security Deposit Types page 88

setup manager 3

Site Acquisition Request 7
approving 119, 120
comparison matrix 111
critical dates detail 115
finalizing 121
finalizing sites 121
generating 107
managing 120
options and critical dates 114
SAR analytic 118
SAR details 108

Site Acquisition Requests
comparison matrix, understanding 105
finalization, understanding 106
processing, understanding 106
understanding 105

Site Acquisition Setup 7

Site Contacts
address page 300
contact phone page 299
genera information page 299

Site Repository 7
contacts 71
general information 60
location 63
operation/maintenance 65
physical attributes 66
schedule 67
search for contacts 71
sitemap 73
sSites, creating 58
supplemental data 70
uploading sites under consideration 107
value 69

straightline accounting
generating schedules 185
manual adjustments 186
performing adjustments 186
posting entries 190
process flow 181
schedules 185
understanding 181

T

template
critical date 98
lease and SAR option mail 94
transaction generator
running 306, 329
understanding 304, 328
working with 304, 328
Transaction Routing Codes page 83

U

User Defined Fields page 82

Index
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withholding code, defining 84
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