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Properties
The Properties tab is where users 
view, organize, and add property 
records. Each property can include 
identifying details, RSF, contacts, 
remittance information, and notes

so it is ready for budgeting and 
financial reporting.

Add a Property
Create a new property

from the Properties page.

Enter Property Details
Add reference ID, name,

address, type, phone, and RSF.

Set Contact Information
Save remittance details, contacts

and notes for follow-up.
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SECTION 1

Adding a Property
To add a property in Finance, navigate to the Properties tab and click Add Property.

The button appears in a different location depending on whether properties already exist.

No Existing Properties 
Added View

1
Open the

Properties tab

from the left

navigation

menu.

2
If no properties exist,

click Add Property

in the center of the screen.

2
If properties

already exist, click

Add Property in the

top-right corner.

Existing Properties View

1
Open the

Properties tab

from the left

navigation

menu.
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SECTION 2

New Property Form
Fill in the required fields to add a new property to the system.

1
Enter the main

property information,

including Reference

ID, Property Name,

Physical Address,

Property Type, Phone

and RSF.

2
Select the Parent

Property the unit

belongs to.

i
Property Type 

can be selected

as Office or Mixed

Use.

3
 Include an extra

contact and notes for

reference if needed.

4
Once the information is

complete and reviewed,

click Submit.
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SECTION 3

Property Overview
View property records, expand unit details, open notes and sort columns from

the properties page.

1 2
The main table

displays Property

Name, Contact,Unit

Count,Location, and

RSF for each property. 

Use Search

by name to

quickly find a

property

record.

4
Open the dropdown arrow

beside a property name

to view the units connected

to that property.

Tip: Click a column header where the arrow appears

to sort the column alphabetically or numerically.

3
Open the note icon to

review property notes 
when extra context

is needed.

4



Properties
ENTRONIX

F INANCE

U S E R  T R A I N I N G

S E C T I O N  4  O F  5

1 dding  Property

2 Ne Property For

3 Property Oerie

4 Property Editing

5 eing Intern

SECTION 4

Property Editing
Select a property to review, edit, or remove its saved information.

1
 Click a property row

in the Properties table to

open the property’s

saved details.

2
Select Edit to make

changes to the 
property record.

3
Any information originally

entered can be updated here,

including property details,

remittance details, additional

contact information, and notes.

4
If the property is no longer needed, click Delete to remove it. 
Use Submit to save changes or Cancel to discard them.
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SECTION 5

Accessing Internals
Open a property record and enable Internals to view backend field information.

1
Click the property row

in the Properties table to

open that property’s details.

3
Use internal values

such as entity_id when

needed for imports,

troubleshooting, or

matching records.

3
The Internals panel opens

and displays the property’s

backend data.

2
Scroll to the bottom of the property details

page and turn on the Internals toggle.
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For additional support, please contact your

Entronix Finance administrator or support team.

connect@entronix.io

Entronix Finance

Accurate data. Clear workflows. Better financial control.

mailto:connect@entronix.io

