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Chapter 1: Introduction

Username and Password

Each PropCitrl user is given a unique set of login details, which includes a username and a password

of choice. The login details must be provided when prompted, in order to login and use PropCitrl.

[ Q Login to PropCtrl L&J

User Mame |usemame |

Password |'“'"“' |

If you would like your details remembered for the next time you login, select the Remember me

checkbox.
Note: PropCtrl can only run if the computer is connected to the internet.

Security and Permissions

Your PropCtrl interface is customised according to the roles and permissions that you have been
assigned. For example, you will not have access to the Agents module if your account does not

include permissions to view and edit Agents. This also applies to more granular aspects, such as:

1 The ability to run specific high-level reports

1 The ability to view certain mandates, deals, or contacts, or certain details thereof.

Multiple Accounts

Each branch could have multiple user accounts, all with different usernames and permissions. They
will still be able to access information at a branch level, such as mandates that are shared throughout
the branch. In addition to allowing multiple Agents use of the system, multiple user accounts can be
useful when differentiating between roles within the branch. Again, roles and permissions will allow an

Office Administrator to perform a different set of functions to that of on Estate Agent.
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Changing Passwords

You are able to change your PropCtrl password at any time. However, you will be required to provide
your current password before being allowed to change it as this prevents unauthorised users from
changing your password. To change your password, click Tools © Preferences, and then click the

Change Password button in the Settings window.

IE Settings ﬁ\

Personal Setiings
Personal Details Change Password

Last name * |Mta|ana |
Email address * |khu|anim@korbitec.cnm |
Logging Off

Closing the application will log the user out of the system.

Using the Interface

Field Markers

When capturing information into fields, it is important to note that certain fields have additional
properties. Some fields are mandatory (indicated by an asterisk *) and therefore must be completed
before you can continue. Other fields will show up on Property24.com when completed (indicated by a
blue dot *). These Property24 fields are not mandatory, but it is recommended that you complete
them to ensure that your listing is comprehensive.

Note: Some Property24 fields are mandatory.

Icon Driven
PropCtrl uses icons for easier and faster use. You can hold the mouse cursor over any icon to see a

description of what it will do.

Tabs
Various sections have been divided into tabs making capturing information easier. The image below

shows the tabs that display when creating a new mandate.

| Property I Contacts I Mandate | Features |Pﬂachn'|ents I Advertise I Viewing I Sharing|

» Feature Qualily

Quality of kitchens Y e ey oY
Tip: The &bs also provide an

indication of how far you are
with certain capturing processes.
—

Quality of bathrooms Y
Quality of gandens il
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Chapter 2: Managing Mandates

Creating a New Mandate

You need to perform the following steps to create a new mandate.

1. Identify Your Property

When creating a new mandate for sale, you will be prompted ProplID the property.

Note: A ProplD can be performed when creating a new mandate for rental. However, it is not

mandatory.

The information obtained from this search will be used to identify the property, thereby ensuring that
you have the correct property description and registered owners. All relevant fields in PropCtrl will be

automatically populated on successful completion of the PropID.

Note: When creating a new sale or rental mandate you will be given the option to PropID using the
old ProplID, or the New BETA ProplD.

Using the old PropID

You can identify a property using one of the following search options:
1 Owner: Enter the name of the current owner of the property. Date of birth is optional, but this

information could help to refine your search. Click Next.

I Street Address: Enter a full or partial street address, forexamplefi 2 34 EpsomER® atho
Roa,md simply fANgxksomo. Click

9 Official Description: Choose a Deeds Office and a Property Type from the drop-down lists,
then complete the mandatory fields.
Note: If the Portion is the default or unknown,t hen entering fA00 will mo st
Next.

1 Map Search: Click Next to open an interactive map of South Africa. Search by suburb and then
navigate using the buttons to the left of the map. Double-click to zoom in and, once you have
located the property, single clicking it will select it and show the Deeds Office description. Click
Next.

Note: Not all properties can be identified using the Map Search.
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1 Letusfind it for you: This search option is only available if you cannot locate your property.

When using this search option, a request is sent to our Customer Service Centre, which will
then perform the search on your behalf. To do this, click the Let us find it for you link.

identify

® Owner
Street Address

on

descripton
Map Search
Name "

Date of birth T (coypmmidd)

* indicates required felds

Complete. WinDeed credentials used.

[ cowro i | oo ]

If your search returned multiple results, select the property you want to capture. You will then be
redirected to a successful verification screen. Click Finish to confirm that it is the correct property and

load the information directly into your sale or rental mandate.

fiit WinDeed

i ——

identiﬁ,' property

\vj Property verified successfully

Deeds Office Cape Town Erf Number 954
Township PARKLANDS Portion 0

Previous/Current Owner(s)
DAVIDS, WINSTON (8009125187081)
DAVIDS, LAUREN OLIVIA (8410240071087)

Wrong property identified? Irvagain Backto list

Login to perform further searches

Perform additional WinDeed searches

Complete. WinDeed credentials used.

——

Note: If after using the Let us find it for you search option, you are still unable to find the property in

guestion, you may contact our Customer Service Centre to assist you further. In certain instances, the

requirements to identify a property may be waived temporarily.
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Using the New BETA ProplID

The new BETA ProplID offers both a Map search and Data search. The Map search allows you to

|l ocate the property using an interactive map.
the text box and click the Search button.

Identify Properties and Owners

You are currently using the new PropID Map Search.

@ search ‘e&:nfirm

|51] colchester paridands ‘ II
Map

Ag‘ Data Search

Z
3
g
Q

GO
g 5P

28
C’“ee.\mﬂ o

580 W00

Cannot find the property? Let us find it for vou Send feedback ‘ Switch to old Propld

If the property is found, a red marker, which indicates its location, will be displayed. To complete the

search click the red marker on the map, and then click the Select this property link in the pop-up
window that appears.

Identify Properties and Cwners

You are currently using the new PropID Map Search.

@ search @ Confirm

|51] colchester paridands |
| Map | Satelie |

Ag‘ Data Search

50 Colchester Crescent, Parklands,
Blouberg

Township: PARKLAMNDS
Property type: Erf

Erf: 954

Portion: 0

Deeds office: Cape Town

Select this property
B
aend €Y

Cannot find the property? Let us find it for you Send feedback

Switch to old Propld

Copyright © Korbitec. All copyright in and to this document, including without limitation the content, layout and structure, vests

in Korbitec. This document is confidential to Korbitec and any unauthorised disclosure or copying of the document is prohibited
and may be unlawful.

\ I( KORBITEC

8/96



Click the Confirm button to confirm that it is the correct property, and to finish the PropID.

Identify Properties and

You are currently using the new PropID

Search

‘0 Confirm

90 Colchester Crescent, Parklands, Blouberg

PARKLANDS
Ef

554
]

Cape Town

Cumrent Owners: B
LO Davids
W Davids

wﬁ""e cr
3

Confirm

Wrong property? Try search again or Let us help you find it

Gooygle

Map Dsta - Terms of Use

Cannot find the property? Let us find it for yo

Send feedback ‘ Switch to old Propld

The New BETA ProplD offers a Data Search as an alternative to the Map Search. The Data Search
all ows you to search for a
Office description.

property using the propert

The Data Search offers a great deal of flexibility as it allows you to combine various pieces of
information about the property in order to perform the search and achieve the best result.

To Access the Data Search, click the Data Search link in the top-right corner of the Map Search view.

Identify Properties and Cwners

You are currently using the new ProplD Map Search.

OSearch

Ag‘ Data Search
‘e Confirm

‘51] colchester parklands

|
Map | Satlite |

%
g
g
o

s210 WoD

Cannot find the property? Let us find it for you

Send feedback | Switch to old Propld
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To perform the search, type some search criteria in the appropriate text boxes. Before entering you
search criteria, make sure that you have selected the property type and Province.

Note: The Province drop-down at the top of the Data Search window is used to select the province
where the property is located, not the Deeds Office where it is located.

Identify Properties and
You are currently using the new ProplD Data Search. _—_k Map Search
o Search o
This property is a ‘ Erf M ‘ in |Westem Cape M | [ Use Map Area II
» | know more about the address
Street address Example: "12A Main Road” City l:l

Crwner name l:l |D/Registration number l:l
Deeds offce Bt L ]

EEERR

Cannot find the property? Expand the search orlet us find it for you Send feedback | Switch to old Propld

You can also restrict the bounds of your search to the area currently selected in the Map Search by
selecting the Use Map Area check box.

If the search does not return any matches for your entered search criteria, click the Expand the
search link at the bottom of the Data Search window. Doing this makes the search rules less strict,
and could return more search results.

Identify Properties and

You are currently using the new ProplD Data Search. ik Map Search

@ search (2]

This property is a ‘ Erf M ‘ in |Westem Cape M | # [ Use Map Area II
» | know more about the address

Street address BExample: "124 Main Road" City l:l
» | know more about the owner

» | know more about the official description

- e I—

ISR

Cannot fmw Expand the search orlet us find it for you Send feedback | Switch to old Propld
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2. Select Sellers\Lessors
After selecting the property, you will be presented with a list of the registered owners. You can select
the owners from this list and import their details directly into the mandate, or you can choose to skip

this step if you want to manually capture their details later.

g Add Owners To Mandate u
SelectOwners
i ) The deeds office has identified the following owners for this property.
' Select the owner(s) you would like to add to the mandate.
MName « |L.D. f Reg. No. Type
Lauren Clivia Davids 2410240071087 Individual
Winston Davids 2009125187081 Individual
Continue ] l Skip

D ———

Note: Likethepr oper t y i nf or manfoimation is rétrieed foom the Deéds Office.

Ift he owmerobrsmati on has already been captured as a O6col

option to reuse the existing contact profile, or create a new profile.

( g Add Owners To Mandate ﬂ

Potential Duplicates Found

i,' Lauren Clivia Davids might already exist in your contact library. Please select an existing contact or create a new one.

*ﬁn existing contact

Name: ~ |D/Reg Num Contact Det... Email Contact Code  Created Hle Reference
"] Lauren Olivia Da... 8410240071087 2012/11/07

*e a new contact for Lauren Olivia Davids, 3410240071087
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3. Complete the New Mandate Tabs
After identifying the property and selecting the owners, the new mandate tabs will be displayed. You

need to complete all the mandatory fields and Property24 fields.

Note: Some fields may already be completed if the property was successfully identified.

4.1 Property Tab
The Property tab is used to capture information about the property, its type, and its location. The
Property tab is divided into the following sections:

Deeds Office Description

This section indicates whether the property has been successfully identified.

| Owverview ‘ Property |Corrtacts I Mandate I Features I Attachments IM\rerLise I\c"lewing I Sharing IAd.Mty | Deals |

Deeds Office Description
E This property has been successfully identified. 6 «

Deeds office property type | Ef - | Township |PARKU\NDS
Registrar |Cape Town = | Erf |954
Portion |D

If it has been identified, the fields displayed will be greyed out and disabled, and there will be a green

tick (Q) icon in the top-right corner. If the property has not been identified, you can manually enter
the property details.

Note: Properties that have not been identified will not be listed on Property24.com.

You can also re-identify the property at any time by clicking the Identify Property button (@).
Details

This section focuses on the description of the property and its physical address. The fields that need

to be completed in this section will vary according to the property type selected.

Propety bpe o Door uer L ]
Oumersip tpe o Este/complecrans 1
Descrpton andlfesfes @ L.]  Sreetrame L ]

Address * [50 Colchester Crescert

Suburb o % ]
Litiucs o Dmmn ] ™ o
Longiude . Provnce ik
Scrutinized O Postal code 7441
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Building/Farm
This section focuses on the physical attributes of the building or farm. The fields that need to be

completed in this section will vary according to the property type selected.

Height restriction

Eff size * | = ||m2 - | Options ] |Type to see suggestions | E]
Floar area im3 - I:I
Building coverage (%) | |
Size of outbuildings | £ ||n'|2 - |
Restant | |
Construction year L] | |
| |
| |

Alignation of Land is complete {Please select) <

Note: You can toggle between the Basic and Advanced capture modes by clicking the Actions
button. The Basic mode displays mostly mandatory fields and enables quick capture of a mandate.
The Advanced mode displays all available fields and enables you to capture a comprehensive

mandate.

4.2 Contacts Tab
The Contacts tab enables you to add the contacts that are associated with the property and

mandate. This tab also allows you to specify the seller& preferred attorney.

| Ploperty| Contacts | Mandate I Features I Aftachments I Advertige | Yiewing I Sharing|

Mame Role «  Email Contact Numbers

*

Seller's Preferred Attomey

Select Seller's attormey firm | |D

You can add the following types of contacts:
1 Seller

Contact

Representative of legal entity

Representative of body corporate

Representative of owners association

Tenant

=A =4 =4 4 -4 -4

Managing Agent

Copyright © Korbitec. All copyright in and to this document, including without limitation the content, layout and structure, vests
in Korbitec. This document is confidential to Korbitec and any unauthorised disclosure or copying of the document is prohibited

d may be unlawful.
12¢ KORBITEC

13/96



To add a new contact, click the Add Contact button (ﬂ).

If a property has been identified successfully, the Seller/ Les s or 6 s d e tpapulated inwhisl | be p
section. Seller/Lessor details may also be entered or edited manually.

Note: Data populated from the Deeds Office is not always entirely correct. It is good practice to check

these fields. To edit a contact, double-click the contact name in the list to open the Edit Contact

window. Each person or entity should be captured as a separate Seller/Lessor contact.

4.3 Mandate Tab

The Mandate tab comprises the following sections:

Agents
Click the Add Agents button () to select an Estate Agent from your PropCtrl database. The Estate

Agent éds contact details wil!l be displayed on Propert.y

| Overview | Property I Contacts | Mandate | Features | Atachments I Advertise | Viewing I Sharing | Activity I Deals |

|
Full Name Email Address Contact Numbers
Abigail Frenchman abigailf @work .com (H) 021 1234567, (W) 021 1234567, (F) D2...
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Details
Enter the date on which the mandate was signed and the date on which it expires. Assign a File
Reference of your choice and choose a Mandate Agreement Type and Branch. Use the Internal

Remarks field to capture any additional notes you would like to make in relation to the mandate.

T
Mandate signed * | 08 Nov 2012 B~ | File reference | |
Mandatelisting expires * | 08 May 2013 B+ | Mandate source |{F‘Iease select) - |
Occupation date ||:| 08 Mav 2012 B~ | Mandate agreement type * |Oper| - |
Cument lease expiry date [E108 Nov 2012 B~ | Branch * |Test - |
On market since | 08 Nov 2012 E | Intemal remarics
Reason for selling | (Please select) < |
Urgency |{Please select) < |
Litigation pending O
Excluded items Defects
Included tems Title deed restrictions

Note: The On market since field is an optional field. However, you are encouraged to complete this
field as the information is used for reporting features. If no date is selected, it will default to the

Mandate signed date.

Financial

Capture the listed price of the property and other financial details, such as rates and levies.

Note: In situations where the Seller is registered for VAT and no transfer duty is payable, select the
Seller registered for VAT checkbox.

This section can also be used to capture information about the bond.

Second bond institution

List price (VAT inclusive) o % |R 1000 000 | VAT on property | |
Advertise as | ListPrice - | Original purchase price | |
Monthly levy s | | Municipal land valuation | |
Monthly rates L] | | Municipal improvement valuation | |
Seller registered for VAT O Overall municipal valuation | |
Rental (existing lease) Agent's valuation | |
First bond institution Proceeds to seller | |

| |

| |

Original bond amount

| |
| |

First bond balance | | Participation quota (%)
| |

Second bond balance | |
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Commission
The total amount of commission due on the sale can be recorded here in either the Rand value or as
a percentage. The initial commission splits between the selling and listing Agent can also be captured

here.

» Commission

Commission % -] | Commission fexcl VAT) RO

[VAT indl | var RO

Listing agent commission | | Total Commission RO
|

Selling agent commission |

4.4 Features Tab
The Features tab provides a flexible and powerful way to capture and describe the features of a

property. The tab comprises the following sections:

Feature Quality
The quality of certain features can be described using a starring system. To assign a star rating, move

the mouse cursor over the stars, highlight the required number of stars, and then click to set it.

| Property | Contacts I Mandate | Features |Pd'tad1ments I Advertise I Viewing | Sharing|

» Feature Quality

Quality of kitchens o e e e Impression of improvements oY oY oY Y Y
Quality of bathrooms T oY o oY Y
Quality of gardens o e e e Y

Note: This information is not published on Property24.com.

Rooms

This section enables you to specify the types and number of rooms in the property, such as
bedrooms, bathrooms, and kitchens. It also allows you to provide a detailed description of each room,
and list its options. To add a room, click the appropriate icon. Or to add multiple rooms of the same
type, click the drop-down arrow next to the appropriate icon and then select the number of rooms of

this type.

(Rooms |
B-8-08 BB
Name

s | = 1 Bedroom

+  Description Options

Bedroom 1

Note: The other sections have a similar look and feel.
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External Features
This section enables you to specify the types and number of external features, such as garages,

parking bays, pools, or gardens. To add an external feature, click the appropriate icon.

General
This section enables you to specify and describe the general features, such as security. To add a

general feature, click the appropriate icon.

Editing rooms and features
Once you have added a room, external feature, or general feature, you can double-click it in the table
to open the Edit window. The Edit window allows you to provide a detailed description for the room or

feature and list its options.

A £dit Bedraom =5
inciude i room court a5 -
Options |Type to see suggestions | [:]
Description

0K |[ Cancel

To view a list of available options, click the ellipses button (B).

Note: Whilst we believe we have a comprehensive options list, if you find something missing please

contact our Customer Service Centre.
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4.5 Attachments Tab

The Attachments tab comprises the following sections:

Images

The Images section allows you to add up to 26 images of the property to the mandate.

| Property | Contacts | Mandate | Features | Attachments | Advertise | Viewing | Sharing|

T
HlolBlcIXIEh O]C ] «1> Tl

——

1 s

I

|

Main bedroom Second bedroom

To add an image, click the Add images button (), then browse to, and select the images you want
to add.

Note: You can add multiple images by holding down the Ctrl key on your keyboard, while selecting

your images.

You can change the order of the images by selecting an image and then clicking the Move Left (ﬂ),

Move Right (n), Move Up (n), and Move Down (u) buttons.

PropCtrl also provides basic image editing features, such as flip, rotate, and mirror.

Note: Only the first 16 images displayed in the Images section will be published to Property24.com.
Document Links

The Document Links section allows you to add links to documents on your computer or network, and
website URLSs.

Click the Add Link button () to add a document link to the mandate.
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