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FINANCE PLATFORM - USER TRAINING

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
soit is ready for budgeting and
financial reporting.

ashboard [ Properties

Properties

Property Name

npus Blvd, Coppell, TX 75019

Blvd, Coppell, T

3300 Olympus Blvd, Coppell, TX 75019

Blvd, Coppell, TX 75019

1 Olympus Blvd, Coppell, TX 75019

s Blvd, Coppell, TX7...

Add a Property

Create a new property
from the Properties page.

/Q

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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FINANCE Adding a Property

USER TRAINING
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.

SECTION 1 OF 5

No Existing Properties

ikl NEWcolu... TABS «  root ~
Added View
ADDING A PROPERTY Properties
NEW PROPERTY FORM A ~
Open the
Properties tab If no properties exist,
from the left click Add Property
navigation @ in the center of the screen.
menu. No property yet 4
PROPERTY OVERVIEW . ) J
Existing Properties View pashioard. ] pronettis A root B ~ | | roct v

¢

PROPERTY EDITING If properties

Properties already exist, click

Add Property in the
top-right corner.

Property Name Contact Units Count

2 Prop1 QOsama 2 Area 13,000

ACCESSING INTERNALS

2 Prop2 Osama 1 EeW 12,312

Open the
Properties tab
from the left
navigation
menu.
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Recordsperpage: 25 - 1-2of2
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FINANCE New Property Form

USER TRAINING
Fill in the required fields to add a new property to the system.

SECTION 2 OF 5

Dashbeoard / Properties / New Property NEW colu... TABS - root =

¢ New Property

e N
Enter the main Property Details
property information,
Properties inCIuding Reference Reference ID Property Name *
NEW PROPERTY FORM ID, Property Name Property Type
Ph’ysical Address, | Rhysical Andeeiey Property Type * < erl)?gcseelfrclt/?i?(ed
Property Type, Phone Use
and RSF. Phone RSF (Rentable Square Footage) * .
J \ y
'S N
PROPERTY OVERVIEW Remittance Details
P Remittance Contack * Remittance Email *
Remittance Address Femittance Phone
\_ Y,

PROPERTY EDITING " Additional Contact

Select the Parent

Property the unit Contact Name Contact Email
belongs to.

Include an extra

Contact Address Contact Phone contact and notes for
reference if needed.
ACCESSING INTERNALS .
\_ Y,
Cancel
Internals

Once the information is
complete and reviewed,
click Submit.
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FINANCE Property Overview

USER TRAINING

View property records, expand unit details, open notes and sort columns from
the properties page.

SECTION 3 OF 5 ) N
The main table Use Search
t ﬂ- T SR dlsplays Property by name to Cypress ... TABS -~ root -
@ LS Name, Contact,Unit quickly find a
i Count,Location, and
RSF for each property. record.
\. J \_ -
l k ® i, Search by name
@ Properties ( Property Name - Contact Units Count Location RSF J
s 2999 Olympus John Burns 19 7920 Belt Line Rd, Suite 215 308,721 r
Meters
Unit Name Qcoupancy RSF
te 1000 Verily 10,000 B
Open the dropdown arrow |

3 PROPERTY OVERVIEW beside a property name ki o 10,000

. _ Open the note icon to
to view the units connected

review property notes

Jte 125 Vacant 10,000
to that property. when extra context
) .
Suite 150 Vacant 10,000 IS heeded.
. J
Suite 165 Langan Engineering 10,000 =)
PROPERTY EDITING
Suibe 200 Vacant 10,000
Suite 230 Vacant 10,000
Suite 240 Vacank 1
@ ACCESSING INTERNALS Suite 275 Vacant 10,000
Suite 300 UTSW 10,000 E]
Records perpage: 10 = 1-10of 19 { >
] 3100 Olympus John Burns 14 3100 Olympus Blvd, Coppell, TX 75019 251275
®
entro n IX . lohn Burns 4 3200 Olympus Blvd, Coppell, TX 75019 251272 E]
. . Click a column header where the arrow appears

FINANCE T

to sort the column alphabetically or numerically. John Burns 7 3300 Olympus Blvd, Coppell, TX 75019 250,000
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FINANCE Property Editing

USER TRAINING
Select a property to review, edit, or remove its saved information.

SECTION 4 OF 5

~
Click a property row
. Dashboard / Properties . . Cypress... TABS -~ root -
entronix in the Properties table to
INARC
) open the property’s
saved detalils.
\. J
_) Search by name
Property Name Contact Units Count Location RSF
( % 2999 Olympus John Burns 19 7920 Belt Line Rd, Suite 215 308,721 E] J
4 N
Property Details Property Details
Reference ID Property Name * Refaidniail Property Name *
2999 Olympus SRR 2999 Olympus
\ Physical Address ® Praparu Tuna ®
Physical Address * Property Type * i . A »
. 7920 Belt Line Rd, Suite 215 OFffice
7920 Belt Line Rd, Suite 215 Office Select Edit to make
Phone RSF (Rentable Square Footage) * Changes to the EBSS- 212-2497 ;USFIN e
(985) 212-2497 308,721 property record.
4 Remittance Details
Remittance Details _
Remittance Contact * Remittance Email *
4 PROPERTY EDITING Remittance Contact * Remittance Email * John Burns zenith.auduong@entronix.io
John Burns zenith.auduong@entronix.io
Remittance Address Remittance Phone
Remittance Address Remittance Phone 33 (985) 212-2497
33 (985) 212-2497 r @
- Additional Contact
Additional Contact
'_:of‘t’aft Name _C'f"_‘tECt Email _ I;tickl;-lcorm.;r\. F::ick;'_g.lérman@mtran-x.ic
ACCESSING INTERNALS HIcky fatrman Ricky.gorman@entronix.io
Contact Address Conktackt Phone Contact Address Contact Phone
Notes jﬁ.l{ﬁ..hurns@en:-'onix.io
ohn.burns@entronix.io ) \ —
Any information originall g )
y g y Delete Cancel m

entered can be updated here, T y
® . . .
entron I X including property details,
FINANCE remittance details, additional If the property is no longer needed, click Delete to remove it.
contact information, and notes. Use Submit to save changes or Cancel to discard them.
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FINANCE Accessing Internals

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

SECTION 5 OF 5

) Cypress ... TABS ~ root

Dashboard / Properties

entronix

FINANCE

Click the property row

Dashboard Properties in the Properties table to

open that property’s details.

Reports

/ () Search by name
FupEstics Property Mame Contact Units Count Location RSF
5 2999 Olympus John Burns 19 7920 Belt Line Rd, Suite 215 308,721 E)
-
( > 3100 Olympus John Burns 14 3100 Olympus Blvd, Coppell, TX 75019 251,275 ]

¢ 3100 Olympus

Property Details

Use internal values

Reference ID Property Name * h oL .
2100 RIS gt oty such as entity_id when
Physical Address * Property Type * Ij ! _."' : : ':i'-:".':.':':;.'::7:':':' : needed fOI’ ImpOI’tS,
3100 Olympus Blvd, Coppell, TX 75019 Office gl e .
. X _ : s, troubleshooting, or
Phone RSF (Rentable Square Footage) * : ._ "lo S matChing I‘eCOI‘dS.

Remittance Details I
- * : o "remittance e
Remittance Contact Remittance Email "remittance

John Burns test@test.com

Remittance Address Remittance Phone 21 "updated": 2025-1
"updated by": 1

5 ACCESSING INTERNALS

Additional Contact

Contact Name Contact Email
Contact Address Contact Phone
Notes )
entro nix The Internals panel opens
N~ Scroll to the bottom of the property details and displays the property’s
L page and turn on the Internals toggle. backend data.
J
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Thank you

BUDGETING TRAINING COMPLETE

For additional support, please contact your
Entronix Finance administrator or support team.

Entronix Finance
Accurate data. Clear workflows. Better financial control.
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