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PropXGuide - Complete Documentation

Welcome to PropXGuide
Welcome to PropXGuide — your step-by-step guide to using PropXCRM effectively.

PropXCRM is a comprehensive property management system designed specifically for the UAE real
estate market. This documentation will help you master every aspect of the system, from basic
property management to advanced financial reporting and compliance.

Getting Started

Whether you’re new to PropXCRM or looking to improve your existing skills, this guide provides
everything you need to succeed:

• Clear, step-by-step instructions for every feature
• Real-world examples that show how to apply features in practice
• Best practices and tips to help you work more efficiently
• Complete workflows for common business processes

What You’ll Learn

Core Property Management

• Dashboard: Your central command center for business insights
• Properties: Manage your complete real estate portfolio
• Sub-Properties: Handle individual units and spaces
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• Parties: Manage all your contacts and stakeholders

Business Operations

• Contracts: Create and manage rental and sales agreements
• Payments: Track and collect rent and other payments
• Accounting: Handle VAT, corporate tax, and financial compliance
• Reports: Generate insights and analytics for business decisions

System Management

• Settings: Customize PropXCRM for your business needs
• Workflows: Complete business processes from start to finish
• Visual Guide: Understand the interface and navigation

How to Use This Guide

1. Start with the Dashboard to understand your central command center
2. Explore Core Features like Properties, Contracts, and Payments
3. Learn Business Workflows for complete processes
4. Customize Settings to match your business needs
5. Use Reports to make data-driven decisions

Quick Reference

Essential Features

• Dashboard - Your business overview
• Properties - Portfolio management
• Contracts - Agreement management
• Payments - Financial tracking

Business Processes

• Workflows - Complete business processes
• Reports - Analytics and insights
• Settings - System configuration

Advanced Topics

• Sub-Properties - Unit management
• Parties - Contact management
• Accounting - Financial compliance
• Visual Guide - Interface understanding

Download Complete Guide

[PDF] Download PropXGuide PDF - Complete offline documentation
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Support and Resources

• Email Support: info@bri-alg.com
• Phone Support: +971503637935
• Live Chat: Available during business hours
• Training Resources: Video tutorials and webinars

Ready to Begin?

Start with the Dashboard Guide to understand your central command center, or jump directly to
any specific feature you need to learn about.

This documentation is designed to be your comprehensive guide to PropXCRM. Bookmark this page
and refer back to it as you explore the system.

Corporate Onboarding Form

Overview

Corporate Onboarding Form is a mandatory requirement for all corporate clients who wish to begin
using PropXCRM. This form must be completed and submitted to the PropXManage team before
access to the system can be granted. The form ensures proper verification of corporate credentials
and user authorization for secure access to the property management platform.

Page Content

The Corporate Onboarding Form is available as a downloadable PDF document that contains
all necessary fields for corporate registration and user setup. The form is designed to capture
comprehensive information about your organization and the team members who will be using
PropXCRM.

Form Availability: The form is available as a downloadable PDF that can be filled out digitally
or printed for manual completion.

Submission Process: Once completed, the form must be signed by an authorized representative
and submitted to the PropXManage team for processing.

Processing Time: Corporate onboarding requests are typically processed within 2-3 business days
after form submission.

How to Use

Step 1: Download the Form

1. Click the download link provided below to access the Corporate Onboarding Form PDF
2. Save the PDF to your computer or device
3. Open the PDF using Adobe Acrobat Reader or any compatible PDF viewer
4. Verify form completeness before proceeding to fill it out

5
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Step 2: Fill Out Corporate Details

1. Company Name: Enter your complete legal company name
2. Email Address: Provide the primary corporate email address
3. Phone Number: Include the main corporate phone number with country code
4. Address: Enter the complete registered business address
5. License Number: Provide your business license or registration number
6. Country: Select your country from the dropdown list
7. City: Enter your city name
8. State/Province: Include state or province if applicable
9. Postal Code: Enter your postal or ZIP code

Step 3: Add User Details

1. User 1 (Primary Contact):
• First Name and Last Name
• Email Address (must be different from corporate email)
• Phone Number
• Country
• Role: Select from User, Manager, or Admin

2. User 2 (Optional):
• Complete the same details as User 1
• Ensure unique email address

3. User 3 (Optional):
• Complete the same details as User 1
• Ensure unique email address

Step 4: Review and Sign

1. Review all information for accuracy and completeness
2. Digital signature: Use Adobe Acrobat Reader to add digital signature
3. Print and sign: Alternatively, print the form and sign manually
4. Date the form with the current date

Step 5: Submit the Form

1. Email submission: Send the completed form to info@bri-alg.com
2. Subject line: Use “Corporate Onboarding Form - [Your Company Name]”
3. Attach the PDF: Include the completed and signed form as an attachment
4. Confirmation: Wait for confirmation email from the PropXManage team

PDF Form Fields

Corporate Details Section

1. Company Name (Required)
• Legal name as registered with authorities
• Must match official business registration

2. Email Address (Required)
• Primary corporate email address
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• Will be used for official communications
3. Phone Number (Required)

• Main corporate phone number
• Include country code (e.g., +971 for UAE)

4. Address (Required)
• Complete registered business address
• Street address, building, floor, etc.

5. License Number (Required)
• Business license or registration number
• Trade license number for UAE companies

6. Country (Required)
• Select from dropdown list
• Must match business registration country

7. City (Required)
• City where business is registered
• Must match official registration

8. State/Province (Optional)
• State or province if applicable
• Leave blank if not applicable

9. Postal Code (Required)
• Postal or ZIP code
• Must be valid for the specified city

User Details Section (Up to 3 Users)

User 1 (Primary Contact - Required)

1. First Name (Required)
2. Last Name (Required)
3. Email Address (Required - must be unique)
4. Phone (Required)
5. Country (Required)
6. Role (Required - User, Manager, or Admin)

User 2 (Optional)

1. First Name (Optional)
2. Last Name (Optional)
3. Email Address (Optional - must be unique if provided)
4. Phone (Optional)
5. Country (Optional)
6. Role (Optional - User, Manager, or Admin)

User 3 (Optional)

1. First Name (Optional)
2. Last Name (Optional)
3. Email Address (Optional - must be unique if provided)
4. Phone (Optional)
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5. Country (Optional)
6. Role (Optional - User, Manager, or Admin)

Example Use Case

ABC Property Management LLC wants to onboard their team to PropXCRM. The company’s
HR manager, Sarah Ahmed, downloads the Corporate Onboarding Form and fills in the corporate
details including their Dubai trade license number (123456789) and registered address in Business
Bay. She adds three users: herself as Admin, the property manager as Manager, and the accounting
assistant as User. After completing all fields, she digitally signs the form and emails it to info@bri-
alg.com with the subject “Corporate Onboarding Form - ABC Property Management LLC”. Within
2 business days, she receives confirmation and login credentials for all three users.

Tips

Form Completion

• Use accurate information that matches your official business registration
• Ensure email addresses are unique for each user
• Double-check license numbers and registration details
• Use professional email addresses for all users
• Complete all required fields before submission

Submission Best Practices

• Use clear subject line with your company name
• Attach only the completed PDF (no additional documents unless requested)
• Send from official corporate email address
• Keep a copy of the submitted form for your records
• Follow up if you don’t receive confirmation within 3 business days

Role Selection Guidelines

• Admin: Full system access, can manage users and settings
• Manager: Can manage properties, contracts, and reports
• User: Basic access to assigned properties and tasks
• Choose roles carefully as they determine system access levels

Troubleshooting

• Form won’t open: Ensure you have Adobe Acrobat Reader installed
• Can’t add signature: Try printing and signing manually, then scanning
• Email rejected: Check file size and ensure PDF is not corrupted
• No response: Check spam folder and follow up via phone at +971503637935

Download Corporate Onboarding Form: Corporate Onboarding Form (HTML) | Text Version

Submit Completed Form: info@bri-alg.com

Support: +971503637935
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Dashboard

Overview

The Dashboard is your central command center in PropXCRM, providing real-time insights into
your property business performance. It transforms complex property management data into clear,
actionable information that helps you make informed decisions and track your business growth.

Page Content

The Dashboard features a clean, modern layout with several key sections:

Header Section: A purple gradient header displays “Dashboard” with a personalized welcome
message showing your name and corporate context.

Key Metrics Cards: Four prominent cards at the top display your most important business
metrics: - Total Properties: Shows your complete property portfolio count - Active Contracts:
Displays currently active rental and sales agreements - Total Parties: Shows all tenants, landlords,
and other stakeholders - Revenue Overview: Displays total revenue with trend indicators

Secondary Metrics: Two additional cards show: - Occupancy Rate: A circular progress indicator
showing property occupancy percentage - Payment Status: Three mini indicators for overdue,
current month, and next month payments

Recent Activity Feed: A sidebar showing your latest business activities with timestamps and
action details.

Quick Actions Grid: Six action buttons for common tasks like adding properties, contracts,
parties, viewing reports, payment tracking, and accounting.

Business Performance Charts: Two charts showing contract type distribution and revenue
trends over time.

Payment Status Overview: Four status cards at the bottom showing overdue, current month,
next month, and completed payments.

How to Use

Daily Morning Routine

1. Login to PropXCRM using your credentials
2. Review the four main metric cards to understand your current business status
3. Check the Recent Activity feed to see what happened since your last visit
4. Review Payment Status cards to identify any overdue or upcoming payments
5. Use Quick Action buttons to perform common daily tasks

Understanding Your Metrics

1. Total Properties: Click this card to navigate to your Properties section
2. Active Contracts: Click to view all your current rental and sales agreements
3. Total Parties: Click to access your complete contact database
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4. Revenue Overview: Click to see detailed financial reports

Using Quick Actions

1. Add Property: Click to add a new property to your portfolio
2. Add Contract: Click to create a new rental or sales agreement
3. Add Party: Click to add a new tenant, landlord, or other contact
4. View Reports: Click to access detailed business analytics
5. Payment Tracking: Click to manage payments and collections
6. Accounting: Click to access financial management tools

Monitoring Business Performance

1. Review the contract types chart to understand your business mix
2. Check the revenue trend chart to see your financial performance over time
3. Hover over chart elements to see detailed information
4. Use the date range selector to view different time periods

Example Use Case

Sarah, a property manager, starts her day by logging into PropXCRM. She sees that
her dashboard shows 45 total properties, 23 active contracts, and 67 total parties.
Her revenue overview shows AED 2.4M with a 12% increase from last month. The
occupancy rate is at 85%, and she notices 3 overdue payments that need immediate
attention. She uses the Quick Actions to add a new property that just came under her
management, then checks the Recent Activity feed to see that a tenant signed a new
contract yesterday. The business performance charts show that 60% of her contracts
are long-term rentals, which is good for stable income.

Tips

Daily Best Practices

• Check your dashboard first thing every morning to stay informed
• Use the Quick Action buttons for efficiency instead of navigating through menus
• Set up notifications for critical metrics that need immediate attention
• Bookmark frequently used views for quick access

Performance Optimization

• Close unused browser tabs to improve system performance
• Use the refresh button judiciously to avoid unnecessary data loading
• Clear your browser cache regularly for optimal performance
• Monitor system resources if you experience slowdowns

Business Intelligence

• Use trend data for planning and forecasting your business growth
• Compare metrics across different time periods to identify patterns
• Look for anomalies in your data that might indicate opportunities or issues
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• Use dashboard insights for client presentations and business meetings

Mobile Usage

• The dashboard is fully responsive and works great on tablets and phones
• Use the hamburger menu on mobile devices to access the sidebar
• Swipe through cards on mobile for easy navigation
• Pin important metrics to your mobile home screen for quick access

Properties Management

Overview

Properties Management is the foundation of your real estate portfolio in PropXCRM. This section
helps you manage all your main properties including buildings, villas, apartments, and commercial
spaces. Each property can contain multiple units and connects to your contracts and tenant
information, making it easy to track your entire real estate portfolio in one place.

Page Content

The Properties page features a comprehensive layout designed for efficient property management:

Header Section: A purple gradient header displays “Properties” with your corporate context and
total property count, plus a prominent “Add Property” button for quick access.

Search and Filter Tools: A white card contains powerful search and filtering options: - Search
bar to find properties by name or address - Property type filter (Building, Villa, Apartment, Land,
Commercial) - Status filter (Available, Occupied, Under Maintenance, Sold) - Location filter (Dubai,
Abu Dhabi, Sharjah, etc.) - Reset button to clear all filters

Properties Grid: A responsive grid displays your properties as individual cards, each showing:
- Property name and type badge - Property photo or placeholder image - Complete address with
location icon - Property status with color-coded badges - Number of sub-units - Last updated date -
Action buttons (View, Edit, Manage Sub-units)

Property Detail View: When you click on a property, you’ll see detailed information organized
in cards: - Basic Information: Name, type, address, size, year built, owner details - Financial
Information: Estimated rent, selling price, market value, currency - Property Details: Bedrooms,
bathrooms, parking, amenities, special features - Documents: Title deeds, legal documents, insurance,
maintenance records - Sub-units: List of all individual units within the property

Add/Edit Property Form: A multi-step form guides you through adding new properties: - Step
1: Basic Information (name, type, address, size) - Step 2: Property Details (bedrooms, bathrooms,
amenities) - Step 3: Financial Information (rent estimates, market value) - Step 4: Legal Information
(title deeds, documents) - Step 5: Review and Save
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How to Use

Viewing Your Properties

1. Browse the grid to see all your properties at a glance
2. Use the search bar to find specific properties by name or address
3. Apply filters to narrow down results by type, status, or location
4. Click “View” on any property card to see detailed information
5. Use the pagination controls at the bottom to navigate through multiple pages

Adding New Properties

1. Click “Add Property” in the header
2. Fill in basic information including property name, type, and complete address
3. Add property details such as bedrooms, bathrooms, and amenities
4. Set financial information including estimated rent and market value
5. Upload property photos to showcase your property
6. Add legal documents like title deeds and insurance papers
7. Review all information and click “Save” to add the property

Managing Existing Properties

1. Click “Edit” on any property card to modify information
2. Update any field including pricing, amenities, or contact information
3. Change property status as needed (Available, Occupied, Under Maintenance, Sold)
4. Click “Manage Sub-units” to add apartments, offices, or shops within the property
5. Upload new photos or documents as needed

Searching and Filtering

1. Type in the search bar to find properties by name or address
2. Select property type from the dropdown to filter by Building, Villa, Apartment, etc.
3. Choose status to see only Available, Occupied, or other status types
4. Pick location to filter by specific areas like Dubai, Abu Dhabi, etc.
5. Click “Reset” to clear all filters and see all properties

Example Use Case

Ahmed owns a mixed-use building in Dubai Marina with 20 apartments and 5 retail
shops. He uses the Properties section to manage this complex property. He can see at
a glance that the building is currently 85% occupied, with 3 apartments and 1 shop
available for rent. When a new tenant signs a lease, he updates the specific unit status
from “Available” to “Occupied” and links it to the tenant’s contract. The financial
information shows the building generates AED 180,000 monthly in rent, and he can
easily track which units are under maintenance or need attention.

Tips

Property Information Management

• Use descriptive property names that are easy to identify
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• Include complete addresses with area names for better search results
• Upload high-quality photos from multiple angles to showcase your properties
• Keep all information updated, especially pricing and availability status
• Document all amenities and special features that add value

Organization Best Practices

• Use consistent naming conventions across all properties
• Group properties by location or type for easier management
• Update property status regularly to maintain accurate records
• Archive old or sold properties to keep your active list clean
• Maintain detailed records of all property-related activities

Search and Discovery

• Use keywords in property names that tenants might search for
• Include area names in property descriptions for better discoverability
• Tag properties with relevant terms like “beachfront,” “metro access,” or “parking”
• Keep addresses standardized and complete
• Regular data cleanup helps maintain search accuracy

Visual Management

• Upload multiple photos showing different rooms and angles
• Use consistent photo styles and lighting for a professional look
• Include floor plans when available to help tenants visualize the space
• Highlight key amenities and features in your photos
• Update photos regularly, especially after renovations or improvements

Financial Tracking

• Set realistic rent prices based on market research
• Update pricing regularly to stay competitive
• Track maintenance costs and factor them into your pricing
• Monitor occupancy rates to identify underperforming properties
• Use financial data to make informed investment decisions

Sub-Properties Management

Overview

Sub-Properties Management handles the individual units within your main properties - the specific
spaces that tenants actually rent or buy. This includes apartments, offices, shops, studios, and villas.
Each unit has its own rental rates, amenities, and availability status, making it easy to manage
your entire portfolio of rentable spaces efficiently.
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Page Content

The Sub-Properties page provides detailed management of individual units with a comprehensive
layout:

Header Section: A purple gradient header displays “Sub-Properties Management” with your
corporate context and unit count, plus an “Add Sub-Property” button and property filter dropdown.

Filter and Search Tools: A white card contains powerful filtering options: - Property filter
dropdown to view units by specific property or all properties - Search bar to find units by name
or number - Unit type filter (Apartment, Office, Shop, Studio, Villa) - Status filter (Available,
Occupied, Under Maintenance, Reserved) - Usage filter (Residential, Commercial, Mixed-use)

Units Grid: A responsive grid displays your units as individual cards, each showing: - Unit
name/number and type badge - Unit photo or placeholder image - Parent property name - Unit type
with appropriate icon - Status badge with color coding - Size in square feet - Bedroom/bathroom
count - Monthly rent amount in AED - Action buttons (View, Edit, Quick Actions)

Unit Detail View: When you click on a unit, you’ll see comprehensive information: - Basic
Information: Unit name, type, parent property, floor, size, layout details - Financial Information:
Monthly rent, yearly estimate, selling price, security deposit - Amenities and Features: Built-in
appliances, air conditioning, balcony, parking - Utilities Information: Electricity, water, internet,
gas, district cooling details - Current Occupancy: Tenant information, lease dates, contact details

Add/Edit Unit Form: A multi-step form guides you through adding new units: - Step 1: Basic
Information (name, type, parent property, size) - Step 2: Layout Details (bedrooms, bathrooms,
living areas, kitchen) - Step 3: Financial Information (monthly rent, security deposit, pricing) -
Step 4: Amenities and Features (appliances, air conditioning, parking) - Step 5: Utilities (electricity,
water, internet, gas connections) - Step 6: Review and Save

How to Use

Viewing Your Units

1. Select a property from the filter dropdown to see units for a specific building
2. Choose “All Properties” to view units across your entire portfolio
3. Use the search bar to find specific units by number or name
4. Apply filters by unit type, status, or usage to narrow results
5. Click “View” on any unit card to see detailed information

Adding New Units

1. Click “Add Sub-Property” in the header
2. Select the parent property from the dropdown
3. Fill in unit details including name, type, size, and layout
4. Set pricing information including monthly rent and security deposit
5. Add amenities and features that make the unit attractive
6. Configure utilities and connection details
7. Upload unit photos to showcase the space
8. Review and save the unit information
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Managing Existing Units

1. Click “Edit” on any unit card to modify information
2. Update pricing based on market conditions or tenant feedback
3. Change unit status as needed (Available, Occupied, Under Maintenance, Reserved)
4. Add or update amenities to stay competitive
5. Upload new photos after renovations or improvements

Property Filtering

1. Select “All Properties” to view units across your entire portfolio
2. Choose a specific property to focus on units within that building
3. Use the unit count displayed next to each property name
4. Clear the filter to return to the all-properties view

Status Management

1. Available units are ready for immediate rental (green status)
2. Occupied units have active tenants (blue status)
3. Under Maintenance units are being renovated or repaired (orange status)
4. Reserved units are booked but not yet occupied (yellow status)

Example Use Case

Fatima manages a 15-story office building in Business Bay with 60 individual office
units. She uses the Sub-Properties section to track each office space. The building has
40 small offices (500 sq ft each), 15 medium offices (1,000 sq ft each), and 5 large offices
(2,000 sq ft each). She can quickly see that 45 units are occupied, 10 are available, and
5 are under maintenance. When a new tenant wants to rent a medium office, she filters
by “Office” type and “Available” status to show only suitable units, then updates the
status to “Reserved” while the lease is being prepared.

Tips

Unit Information Management

• Use clear unit numbering systems (e.g., 1505 for 15th floor, unit 05)
• Include detailed descriptions of what makes each unit special
• Add multiple photos showing different angles and key features
• Document all amenities and built-in features
• Keep pricing competitive by researching market rates regularly

Organization Best Practices

• Group units by their parent property for easier management
• Use consistent naming conventions across all units
• Update unit status regularly to maintain accurate availability
• Archive old or demolished units to keep records clean
• Maintain detailed records of all unit-related activities
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Visual Management

• Upload high-quality photos that showcase the unit’s best features
• Show different room angles and layouts
• Include floor plans when available to help tenants visualize the space
• Highlight key amenities like balconies, parking, or storage areas
• Update photos regularly, especially after renovations

Financial Management

• Research market rates regularly to set competitive pricing
• Adjust pricing based on demand, season, and unit features
• Offer incentives for longer lease terms to reduce turnover
• Track rent collection rates to identify payment issues
• Maintain detailed payment records for each unit

Marketing and Availability

• Keep unit status updated to avoid double-booking
• Use descriptive unit names that highlight key features
• Include area names and nearby amenities in descriptions
• Respond quickly to inquiries about available units
• Maintain professional presentation of all unit information

Maintenance and Upkeep

• Update unit status to “Under Maintenance” when work is needed
• Document maintenance schedules and completion dates
• Keep track of maintenance costs per unit
• Plan maintenance during low-occupancy periods
• Update unit information after any improvements or changes

Parties Management

Overview

Parties Management is your comprehensive contact database for all people and companies involved
in your property business. This includes tenants, landlords, buyers, sellers, guarantors, and any
other stakeholders. It helps you maintain relationships, track all parties involved in your contracts,
and manage your entire network of business contacts efficiently.

Page Content

The Parties page provides a complete contact management system with an intuitive layout:

Header Section: A purple gradient header displays “Parties Management” with your corporate
context and total party count, plus an “Add Party” button for quick access.

16



Search and Filter Tools: A white card contains powerful search and filtering options: - Search
bar to find parties by name, email, or phone number - Party type filter (Individual, Company) -
Status filter (Active, Inactive, Archived) - Nationality filter for individuals - Show archived toggle
to include or exclude archived parties

Parties Grid: A responsive grid displays your contacts as individual cards, each showing: - Party
name and type badge (Individual/Company) - Profile photo or initials avatar - Contact information
(phone, email) - Nationality (for individuals) or business type (for companies) - Last activity date -
Number of connected properties - Status indicators (Active, Inactive, Archived) - Action buttons
(View, Edit, Archive, Quick Actions)

Party Detail View: When you click on a party, you’ll see comprehensive information organized
in cards: - Basic Information: Name, type, contact details, address, nationality - Contact Details:
Primary and secondary phone numbers, email, physical address, emergency contact - Document
Information: Emirates ID, passport, visa details, trade license (for companies) - Business Information:
Company details, trade license, business activities (for companies) - Partnership Information:
Partners list, roles, contact details - Connected Properties: List of related properties and relationship
types - Attachments: Uploaded documents, photos, contracts, communication records

Add/Edit Party Form: A multi-step form guides you through adding new parties: - Step 1:
Party Type Selection (Individual or Company) - Step 2: Basic Information (name, contact details,
address) - Step 3: Contact Details (phone numbers, email, emergency contacts) - Step 4: Document
Information (Emirates ID, passport, trade license) - Step 5: Additional Information (partnership
details, business information) - Step 6: Review and Save

How to Use

Viewing Your Parties

1. Browse the grid to see all your contacts at a glance
2. Use the search bar to find specific parties by name, email, or phone
3. Apply filters by party type, status, or nationality to narrow results
4. Click “View” on any party card to see detailed information
5. Use the “Show Archived” toggle to include or exclude archived contacts

Adding New Parties

1. Click “Add Party” in the header
2. Select party type (Individual or Company)
3. Fill in basic information including name and contact details
4. Add contact information including phone numbers and email
5. Upload required documents like Emirates ID or trade license
6. Set relationships to connect the party to specific properties
7. Review and save the party information

Managing Existing Parties

1. Click “Edit” on any party card to modify information
2. Update contact details as needed
3. Change party status (Active, Inactive, Archived)
4. Add or update documents and attachments
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5. Manage property relationships to connect or disconnect from properties

Searching and Filtering

1. Type in the search bar to find parties by name, email, or phone number
2. Select party type to filter by Individual or Company
3. Choose status to see only Active, Inactive, or Archived parties
4. Pick nationality to filter individuals by nationality
5. Toggle “Show Archived” to include or exclude archived contacts

Document Management

1. Upload identity documents like Emirates ID and passport
2. Add business documents like trade licenses and VAT certificates
3. Store legal documents like contracts and agreements
4. Keep communication records including emails and letters
5. Organize documents by type for easy access

Example Use Case

Mohammed manages a portfolio of 25 properties and needs to track over 100 different
parties including tenants, landlords, and service providers. He uses the Parties section
to maintain detailed records of each contact. When a new tenant, Sarah Ahmed,
wants to rent an apartment, he creates her profile as an Individual party, uploads her
Emirates ID and passport, and connects her to the specific apartment. He can quickly
see that she’s an active tenant, her payment history, and all communication records.
When her lease expires, he can easily find her contact information to discuss renewal
terms.

Tips

Contact Information Management

• Keep all contact information updated and current
• Use consistent naming conventions (First Name Last Name for individuals)
• Add detailed notes about preferences and special requirements
• Include emergency contacts for all parties
• Document all interactions and communications

Organization Best Practices

• Group parties by type or relationship for easier management
• Use tags or categories to organize contacts effectively
• Regular data cleanup to remove outdated information
• Archive old contacts instead of deleting them
• Maintain accurate and complete records

Communication Management

• Record all communications in the party’s profile
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• Use preferred contact methods for each party
• Respect communication preferences and timing
• Follow up on important matters promptly
• Maintain professional relationships with all parties

Document Management

• Upload all required documents promptly
• Keep documents organized by type and date
• Regular backup of important documents
• Ensure compliance with data protection regulations
• Regular validation of document information

Relationship Building

• Track communication history to understand party preferences
• Note special interests and requirements
• Maintain regular contact with key parties
• Provide excellent service to build long-term relationships
• Use relationship data to improve service delivery

Data Security and Privacy

• Regular backup of party data
• Secure storage of sensitive documents
• Compliance with UAE data protection laws
• Regular data validation and cleanup
• Controlled access to sensitive information

Business Efficiency

• Use search and filter functions to quickly find parties
• Set up automated reminders for follow-ups
• Maintain accurate contact information for quick access
• Use party data to identify business opportunities
• Regular review of party relationships and status

Contracts Management

Overview

Contracts Management handles all rental and sales agreements for your properties. This is where
you create, track, and manage contracts for both short-term and long-term rentals, as well as
property sales. It’s the core of your revenue generation and ensures legal compliance with UAE real
estate regulations.
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Page Content

The Contracts page provides comprehensive contract management with a professional layout:

Header Section: A purple gradient header displays “Contracts Portfolio” with your corporate
context and contract count, plus an “Add Contract” button for quick access.

Search and Filter Tools: A white card contains powerful search and filtering options: - Search
bar to find contracts by party, property, or contract number - Contract type filter (Rent Short,
Rent Long, Buy, Sell) - Status filter (Active, Expired, Pending, Cancelled) - Property filter to view
contracts for specific properties - Party filter to view contracts for specific tenants or buyers - Date
range picker for custom date filtering

Contracts Table: A detailed table displays all contracts with sortable columns: - Contract
Number: Unique identifier for each contract - Type: Contract type with color-coded badges -
Property: Property name and specific unit - Party: Tenant or buyer name - Start Date: Contract
start date - End Date: Contract end date - Amount: Monthly rent or sale price - Status: Current
status with color coding - Actions: View, Edit, and PDF generation buttons

Contract Detail View: When you click on a contract, you’ll see comprehensive information: -
Basic Information: Contract number, type, property, party, dates - Financial Information: Monthly
rent, security deposit, payment terms, late fees - Terms and Conditions: Lease terms, renewal
options, termination clauses - Payment History: Payment schedule, received payments, outstanding
amounts - Documents: Contract PDF, signed agreements, supporting documents

Add/Edit Contract Form: A multi-step form guides you through creating contracts: - Step 1:
Contract Type Selection (Rent Short, Rent Long, Buy, Sell) - Step 2: Property Selection (choose
property and specific unit) - Step 3: Party Selection (select tenant or buyer) - Step 4: Contract
Terms (dates, amounts, payment terms) - Step 5: Additional Terms (renewal options, termination
clauses) - Step 6: Review and Generate PDF

How to Use

Viewing Your Contracts

1. Browse the table to see all contracts at a glance
2. Use the search bar to find specific contracts by number, party, or property
3. Apply filters by type, status, property, or party to narrow results
4. Click “View” on any contract to see detailed information
5. Use column sorting to organize contracts by date, amount, or status

Creating New Contracts

1. Click “Add Contract” in the header
2. Select contract type (Rent Short for 1-11 months, Rent Long for 12+ months, Buy, or Sell)
3. Choose property and unit from the available options
4. Select party (tenant or buyer) or create a new party profile
5. Set contract terms including dates, amounts, and payment schedule
6. Add special conditions and renewal options
7. Generate contract PDF for official documentation
8. Save and send the contract to all parties
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Managing Existing Contracts

1. Click “Edit” on any contract to modify terms
2. Update contract terms as needed (with proper approvals)
3. Change contract status (Active, Expired, Pending, Cancelled)
4. Track payments and update payment records
5. Generate receipts for received payments

Contract Renewal Process

1. Identify expiring contracts using the status filter
2. Review current terms and tenant payment history
3. Contact tenant to discuss renewal options
4. Create new contract with updated terms
5. Mark old contract as expired and activate new contract

Payment Management

1. Track payment schedules for all active contracts
2. Record received payments and update payment status
3. Generate receipts for all payments received
4. Monitor overdue payments and follow up as needed
5. Update payment methods and terms as required

Example Use Case

Layla manages a portfolio of residential and commercial properties. She uses the
Contracts section to track all her rental agreements and sales contracts. When a new
tenant, Ahmed, wants to rent a 2-bedroom apartment for 2 years, she creates a “Rent
Long” contract, selects the specific apartment, links it to Ahmed’s party profile, sets
the monthly rent at AED 8,000, and generates a professional contract PDF. She can
easily track his payment history, see when his contract expires, and set up automatic
reminders for renewal discussions.

Tips

Contract Creation Best Practices

• Use clear, simple language that all parties can understand
• Include all necessary terms and conditions
• Set realistic payment terms based on market conditions
• Include renewal options to encourage long-term relationships
• Document any special conditions or agreements

Payment Management

• Set up automatic payment reminders before due dates
• Track payments regularly and update records promptly
• Follow up on late payments professionally and promptly
• Maintain detailed payment records for accounting purposes
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• Offer multiple payment methods for tenant convenience

Legal Compliance

• Stay updated on UAE real estate laws and regulations
• Use approved contract templates that comply with local laws
• Verify all required documents before finalizing contracts
• Maintain proper records for legal and tax purposes
• Seek legal advice when dealing with complex situations

Customer Service

• Communicate clearly with all parties about contract terms
• Respond promptly to contract-related inquiries
• Provide excellent service to maintain good relationships
• Handle disputes professionally and fairly
• Keep all parties informed about important changes

Document Management

• Generate professional contract PDFs for all agreements
• Store all contract documents securely
• Maintain backup copies of all important contracts
• Organize contracts by type, date, and property
• Regular review and cleanup of old contracts

Renewal and Retention

• Identify expiring contracts well in advance
• Contact tenants early to discuss renewal options
• Offer competitive terms to encourage renewals
• Track tenant satisfaction and address concerns
• Use contract data to improve tenant retention

Financial Tracking

• Monitor contract performance and revenue generation
• Track payment collection rates and identify issues
• Use contract data for financial planning and forecasting
• Maintain accurate records for tax and accounting purposes
• Regular review of contract terms and market rates

Payment Tracking

Overview

Payment Tracking manages all financial transactions related to your properties. This includes rent
payments, security deposits, maintenance fees, and other property-related income. It helps you
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monitor cash flow, track overdue payments, and maintain comprehensive financial records for your
property business.

Page Content

The Payment Tracking page provides comprehensive financial management with an organized layout:

Header Section: A purple gradient header displays “Payment Tracking” with the subtitle “Track
payments, manage deferrals, and handle cash payments” for clear context.

Tabbed Interface: Five main tabs organize different payment categories: - All: Complete overview
of all payments - Overdue: Payments that are past due (red theme) - Current Month: Payments due
this month (blue theme) - Next Month: Upcoming payments (orange theme) - Deferred: Payments
that have been deferred (yellow theme) - Paid: Completed payments (green theme)

Search and Filter Tools: A white card contains powerful filtering options: - Search bar to
find payments by property, tenant, or amount - Status filter (Pending, Paid, Overdue, Deferred) -
Property filter to view payments for specific properties - Tenant filter to view payments for specific
tenants - Amount range filters for min/max amounts - Date range picker for custom date filtering

Payment Cards Grid: A responsive grid displays payments as individual cards, each showing: -
Property name and unit number - Tenant information and contact details - Payment amount in
large, clear text - Due date with status indicator - Color-coded status badge - Action buttons (Mark
Paid, Defer, Add Note) - Progress bar showing payment status

Payment Detail View: When you click on a payment, you’ll see comprehensive information:
- Basic Information: Amount, due date, property, tenant, payment method - Payment History:
Previous attempts, methods used, receipt numbers - Contract Information: Related contract details
and terms - Financial Details: Base rent, additional charges, late fees, total amount

How to Use

Daily Payment Management

1. Check the Overdue tab first to identify payments that need immediate attention
2. Review Current Month tab to see payments due this month
3. Follow up on overdue payments by calling or emailing tenants
4. Process received payments by marking them as paid
5. Generate receipts for all completed payments

Weekly Payment Review

1. Review the Current Month tab to check payment collection progress
2. Check collection rates to identify any payment issues
3. Follow up on pending payments with appropriate reminders
4. Plan collection actions for the upcoming week
5. Update payment records with any new information

Monthly Payment Analysis

1. Generate payment reports to analyze collection performance
2. Review payment trends to identify patterns and issues
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3. Identify problem areas that need attention
4. Plan improvements to the payment collection process
5. Review tenant payment performance for contract renewals

Processing Payments

1. Mark payments as paid when you receive them
2. Select payment method used (bank transfer, check, cash, online)
3. Add bank reference numbers for bank transfers
4. Generate receipts immediately for all payments
5. Update payment records with all relevant details

Managing Deferred Payments

1. Click “Defer” on any payment that needs to be postponed
2. Set new due date for the deferred payment
3. Select deferral reason from the available options
4. Set deferral terms and conditions
5. Notify tenant of the deferral and new terms

Example Use Case

Omar manages 30 rental properties and needs to track monthly rent payments from
25 tenants. He starts each day by checking the Overdue tab, where he sees 3 tenants
with payments that are 5-10 days late. He calls these tenants to follow up, then
checks the Current Month tab to see that 18 out of 25 payments have been received.
He processes the 2 payments that arrived yesterday by marking them as paid and
generating receipts. For one tenant who’s experiencing financial difficulties, he defers
their payment by 2 weeks and documents the reason.

Tips

Payment Collection Best Practices

• Send payment reminders before due dates to prevent late payments
• Follow up promptly on overdue payments with professional communication
• Offer multiple payment methods to make it easier for tenants
• Maintain professional relationships while being firm about payment terms
• Keep detailed records of all payment-related communications

Payment Processing Efficiency

• Process payments quickly when they arrive to maintain accurate records
• Generate receipts immediately to provide confirmation to tenants
• Update payment status promptly to avoid confusion
• Maintain accurate and complete payment records
• Follow up on payment confirmations to ensure accuracy
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Customer Service Excellence

• Communicate clearly about payment terms and due dates
• Provide multiple payment options for tenant convenience
• Respond quickly to payment-related inquiries
• Maintain professional relationships with all tenants
• Handle payment issues professionally and fairly

Record Keeping and Compliance

• Keep detailed records of all payments and communications
• Maintain complete payment history for each tenant
• Store payment receipts securely for accounting purposes
• Regular backup of payment data to prevent loss
• Ensure compliance with financial regulations and requirements

Technology and Automation

• Use automated reminders to reduce manual follow-up work
• Set up recurring payment schedules for regular tenants
• Use online payment systems to streamline collection
• Regular system updates to maintain optimal performance
• Monitor payment trends to identify system improvements

Financial Planning and Analysis

• Use payment data for cash flow planning and forecasting
• Track collection rates to identify areas for improvement
• Analyze payment patterns to optimize collection strategies
• Regular review of payment terms and policies
• Use payment data for business decision making

Problem Resolution

• Address payment issues promptly to prevent escalation
• Work with tenants to find solutions for temporary difficulties
• Document all payment-related problems and resolutions
• Escalate serious payment issues to management when appropriate
• Learn from payment problems to improve future processes

Accounting

Overview

Accounting provides comprehensive financial management for your property business, ensuring
compliance with UAE tax regulations. This section handles VAT calculations, corporate tax
reporting, transaction tracking, and financial reporting, giving you complete control over your
business finances and helping you stay compliant with local tax requirements.
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Page Content

The Accounting page provides detailed financial management with a professional layout:

Header Section: A purple gradient header displays “Accounting” with the subtitle “VAT &
Corporate Tax Management” to highlight the key compliance features.

Financial Metrics Cards: Four key financial indicators displayed prominently: - Total Revenue:
Shows your complete revenue in AED with trend indicators - VAT Liability: Displays current VAT
amount due with status information - Corporate Tax: Shows corporate tax amount with annual
calculation details - Net Profit: Displays net profit with profit margin percentage

Transaction Filters: A white card with comprehensive filtering options: - Search bar to find
transactions by description, amount, or reference - Transaction type filter (Income, Expense, VAT,
Tax) - Date range picker for custom date filtering - Amount range filters for min/max amounts
- Status filter (Pending, Processed, Rejected) - Property filter to view transactions for specific
properties

Transaction Table: A detailed table displays all financial transactions: - Date: Transaction date
and time - Description: Transaction description and details - Type: Income, Expense, VAT, or Tax
with color coding - Amount: Transaction amount in AED - VAT: VAT amount and rate applied -
Property: Related property information - Status: Current transaction status - Actions: View, Edit,
Delete options

Transaction Detail View: When you click on a transaction, you’ll see comprehensive information:
- Basic Information: Date, type, description, amount, related property - Financial Details: Base
amount, VAT amount, total amount, payment method - VAT Information: VAT rate, amount,
registration number, return period - Tax Information: Corporate tax rate, amount, tax year, return
status

How to Use

Daily Accounting Tasks

1. Record daily transactions as they occur throughout the day
2. Verify VAT calculations to ensure accuracy and compliance
3. Update financial records with any new information
4. Review account balances to monitor cash flow
5. Generate daily reports to track business performance

Monthly Accounting Tasks

1. Close monthly accounts at the end of each month
2. Prepare VAT returns for submission to the Federal Tax Authority
3. Generate monthly financial reports for management review
4. Reconcile all accounts to ensure accuracy
5. Plan tax strategies for the upcoming month

Annual Accounting Tasks

1. Close annual accounts at the end of the financial year
2. Prepare annual tax returns for corporate tax compliance
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3. Generate annual financial statements for reporting
4. Plan annual tax strategies for the next year
5. Prepare for audits by organizing all financial records

VAT Management Process

1. Record VAT on transactions as they occur
2. Calculate VAT liability for the current period
3. Prepare VAT returns using the system’s built-in tools
4. Submit returns to FTA through the integrated system
5. Pay VAT liability by the due date

Transaction Recording

1. Select transaction type (Income or Expense)
2. Enter transaction details including date, description, and amount
3. Apply VAT rate if applicable (5% standard rate)
4. Link to property if the transaction is property-related
5. Save and categorize the transaction appropriately

Example Use Case

Fatima runs a property management company with 20 rental properties generating
AED 150,000 monthly in rent. She uses the Accounting section to track all financial
transactions and ensure VAT compliance. When she receives rent payments, she records
them as income transactions with 5% VAT. The system automatically calculates her
VAT liability, and at month-end, she generates a VAT return showing AED 7,500 in VAT
collected. She also tracks maintenance expenses, property management fees, and other
business costs, ensuring all transactions are properly categorized and VAT-compliant.

Tips

Transaction Recording Best Practices

• Record transactions promptly to maintain accurate financial records
• Use clear, descriptive transaction descriptions for easy identification
• Include all required details such as reference numbers and dates
• Maintain supporting documents for all transactions
• Regular reconciliation to ensure accuracy

VAT Compliance

• Understand UAE VAT rules and regulations thoroughly
• Calculate VAT correctly on all applicable transactions
• Submit VAT returns on time to avoid penalties
• Pay VAT liability by the due date
• Keep detailed VAT records for audit purposes
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Tax Management

• Plan tax strategies throughout the year, not just at year-end
• Keep accurate records of all business transactions
• Submit tax returns on time to avoid penalties
• Pay taxes on time to maintain good standing
• Seek professional advice for complex tax situations

Financial Reporting

• Generate regular financial reports to monitor business performance
• Review financial data to identify trends and opportunities
• Use reports for business planning and decision making
• Maintain accurate and complete financial records
• Regular review of financial performance and metrics

System Integration

• Use the system’s built-in calculations to ensure accuracy
• Link transactions to properties for better tracking
• Regular backup of financial data to prevent loss
• Keep the system updated for optimal performance
• Monitor system performance and address issues promptly

Compliance and Audit Preparation

• Maintain detailed records of all financial transactions
• Keep supporting documents organized and accessible
• Regular review of compliance requirements
• Prepare for audits by organizing all financial records
• Stay updated on changes to tax laws and regulations

Business Planning and Analysis

• Use financial data for business planning and forecasting
• Analyze trends to identify opportunities and challenges
• Make informed decisions based on accurate financial information
• Regular review of business performance and metrics
• Use financial insights to improve business operations

Reports

Overview

Reports provide comprehensive analytics and insights into your property business performance.
This section offers various report types including financial reports, property performance, contract
analytics, and payment tracking. It helps you make data-driven decisions, track business growth,
and present professional reports to stakeholders.
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Page Content

The Reports page provides powerful analytics with an organized, professional layout:

Header Section: A purple gradient header displays “Reports” with the subtitle “Analytics and
insights” to highlight the analytical capabilities.

Report Tabs: Five main report categories organized in tabs: - Financial: Revenue, expense, and
profit analysis - Properties: Property performance and occupancy reports - Contracts: Contract
analytics and tenant insights - Payments: Payment tracking and collection analysis - Analytics:
Advanced analytics and trend analysis

Date Range Selection: A white card with flexible date controls: - Quick range options (Today,
This Week, This Month, This Quarter, This Year) - Custom date range picker for specific periods -
Compare periods option to analyze year-over-year performance - Fiscal year selection for accounting
purposes - Rolling periods (12 months, 6 months, etc.)

Report Filters: Advanced filtering options for precise analysis: - Property filter to focus on specific
properties - Contract type filter for different agreement types - Payment status filter for payment
analysis - Tenant filter for tenant-specific reports - Location filter for area-specific analysis

Financial Reports Section: Comprehensive financial analysis including: - Revenue Analysis:
Line charts showing revenue trends over time - Expense Analysis: Bar charts displaying expense
categories - Profit Analysis: Area charts showing profit margins and trends - Revenue Breakdown:
Analysis by property type, contract type, location, and tenant

Property Reports Section: Detailed property performance analysis: - Occupancy Analysis: Gauge
charts showing occupancy rates - Property Performance: Metrics including revenue per property
and tenant satisfaction - Unit Analysis: Performance analysis of individual units - Performance
Comparison: Ranking and comparison of properties

Contract Reports Section: Contract and tenant analytics: - Contract Analytics: Overview of
total, active, and expired contracts - Contract Types Analysis: Distribution and performance by
contract type - Tenant Analysis: Payment history, retention rates, and satisfaction scores

Payment Reports Section: Payment tracking and collection analysis: - Payment Analytics:
Overview of total, paid, and outstanding payments - Payment Performance: Collection rates and
payment method analysis - Payment Trends: Monthly and seasonal payment patterns

How to Use

Generating Reports

1. Select report type from the available tabs (Financial, Properties, Contracts, Payments,
Analytics)

2. Choose date range using quick options or custom date picker
3. Apply relevant filters to focus on specific data
4. Click “Generate Report” to create the analysis
5. Review results and use insights for decision making
6. Export or share the report as needed
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Customizing Reports

1. Select specific metrics you want to include in the report
2. Set report parameters such as date ranges and filters
3. Choose report format (PDF, Excel, CSV, etc.)
4. Apply custom styling if needed
5. Save as template for future use

Scheduling Reports

1. Set up automatic report generation on a regular schedule
2. Choose recipients who should receive the reports
3. Select report format for automated delivery
4. Configure delivery method (email, cloud storage, etc.)
5. Activate the schedule to begin automated reporting

Financial Analysis

1. Review revenue trends to understand business growth
2. Analyze expense categories to identify cost-saving opportunities
3. Monitor profit margins to ensure profitability
4. Compare periods to track performance improvements
5. Use insights for budgeting and planning

Property Performance Analysis

1. Check occupancy rates to optimize property utilization
2. Review property rankings to identify top performers
3. Analyze unit performance to optimize pricing and marketing
4. Monitor tenant satisfaction to improve service quality
5. Use data to make informed property management decisions

Example Use Case

Khalid manages a portfolio of 50 properties across Dubai and Abu Dhabi. He uses the
Reports section to analyze his business performance monthly. The Financial tab shows
his revenue increased 15% this quarter, with 70% coming from long-term rentals. The
Properties tab reveals that his Business Bay properties have 95% occupancy while his
older properties in Deira are at 78%. The Payment tab shows a 92% collection rate,
with most late payments coming from short-term tenants. He uses this data to adjust
his marketing strategy, focus on long-term rentals, and improve his collection process
for short-term tenants.

Tips

Report Generation Best Practices

• Use appropriate date ranges for meaningful analysis
• Apply relevant filters to focus on specific data
• Choose suitable chart types for different data types
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• Include key metrics that matter to your business
• Generate reports regularly to track trends

Data Analysis Techniques

• Look for trends and patterns in your data
• Compare different time periods to identify changes
• Identify anomalies that might indicate opportunities or problems
• Focus on key metrics that drive business success
• Use data to make informed business decisions

Report Sharing and Communication

• Share reports regularly with stakeholders
• Use appropriate formats for different audiences
• Include context and insights with your reports
• Schedule regular reports to maintain consistency
• Present data in a clear, professional manner

Business Intelligence

• Use reports to identify business opportunities
• Track key performance indicators regularly
• Monitor trends to stay ahead of market changes
• Use data to improve business processes
• Make strategic decisions based on data insights

Performance Monitoring

• Set up regular report generation for key metrics
• Monitor trends over time to identify patterns
• Use reports to track progress toward business goals
• Identify areas for improvement through data analysis
• Regular review of business performance

Export and Integration

• Export reports in formats suitable for different uses
• Use exported data for external analysis if needed
• Integrate reports with other business systems
• Regular backup of report data
• Use reports for compliance and audit purposes
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Settings

Overview

Settings allows you to customize PropXCRM to match your business needs and preferences. This
section includes profile management, corporate information, system preferences, and data manage-
ment options. It’s essential for personalizing your experience and maintaining accurate business
information for optimal system performance.

Page Content

The Settings page provides comprehensive system configuration with an organized layout:

Header Section: A purple gradient header displays “Settings” with the subtitle “System configu-
ration and preferences” to highlight the configuration capabilities.

Settings Tabs: Two main configuration areas organized in tabs: - Profile & Corporate: Personal
and company information management - Data Management: Data export, import, and backup
options

Profile & Corporate Tab: Comprehensive user and company management: - User Profile
Section: Personal information, contact details, job title, department - Corporate Information
Section: Company details, business information, contact information - System Preferences Section:
Display preferences, notifications, dashboard customization

Data Management Tab: Complete data handling capabilities: - Data Export Section: Export
options for all data types in multiple formats - Data Import Section: Import capabilities for
properties, contracts, parties, payments - Data Backup Section: Backup options including full,
incremental, and scheduled backups

Security Settings: Comprehensive security management: - Password Management: Password
requirements, change options, two-factor authentication - Access Control: User permissions, session
management, device management

System Configuration: Advanced system settings: - General Settings: System information,
performance monitoring, update management - Integration Settings: Email, calendar, and third-
party integrations

How to Use

Updating Profile Information

1. Navigate to Settings by clicking Settings in the sidebar
2. Select Profile & Corporate tab to access personal information
3. Edit user profile details including name, contact information, and job title
4. Upload profile picture for a professional appearance
5. Save changes to update your profile information

Managing Corporate Information

1. Click on Corporate Information section in the Profile & Corporate tab
2. Update company details including name, address, and contact information
3. Upload company logo for branding consistency
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4. Set business preferences including industry type and company size
5. Save corporate settings to update company information

Configuring System Preferences

1. Select System Preferences section in the Profile & Corporate tab
2. Set display options including language, currency, date format, and timezone
3. Configure notification preferences for email, SMS, and push notifications
4. Customize dashboard layout and widget preferences
5. Save all preferences to apply changes

Managing Data

1. Select Data Management tab to access data handling options
2. Choose export options and format for data export
3. Select import file and options for data import
4. Set up automated backups with desired frequency and storage location
5. Monitor storage usage to ensure adequate space

Security Configuration

1. Change password regularly to maintain account security
2. Set up two-factor authentication for enhanced security
3. Configure user access levels and permissions
4. Review login history to monitor account access
5. Update security settings to keep them current

Example Use Case

Ahmad is the IT manager for a property management company with 15 employees.
He uses the Settings section to configure PropXCRM for the entire organization.
He updates the corporate information with the company logo and branding, sets up
user profiles for all employees with appropriate job titles and departments, configures
system preferences including Arabic language support and AED currency, sets up
automated daily backups to cloud storage, and configures security settings including
two-factor authentication for all users. He also sets up email integration for automated
notifications and calendar integration for appointment scheduling.

Tips

Profile Management Best Practices

• Keep profile information current and accurate
• Use professional profile photos for business credibility
• Update contact information regularly to maintain communication
• Set appropriate job titles and departments for team organization
• Maintain accurate personal details for system records
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Corporate Settings Management

• Keep company information updated and current
• Upload high-quality company logo for professional branding
• Maintain accurate business details for compliance
• Set appropriate business preferences for your industry
• Regular review of corporate settings to ensure accuracy

System Preferences Optimization

• Choose appropriate language and currency for your business
• Set up useful notifications without overwhelming users
• Customize dashboard for maximum efficiency
• Regular review of preferences to ensure they meet business needs
• Test settings after changes to ensure proper functionality

Data Management Best Practices

• Regular data backups to prevent data loss
• Export data before major changes or updates
• Validate data before importing to ensure accuracy
• Monitor storage usage to prevent system issues
• Keep backup files secure and accessible

Security Best Practices

• Use strong passwords with a mix of letters, numbers, and symbols
• Enable two-factor authentication for enhanced security
• Regular password updates to maintain account security
• Monitor account access and login history
• Keep security settings current and up-to-date

Integration Management

• Set up email integration for automated notifications
• Configure calendar integration for appointment scheduling
• Use third-party integrations to extend system capabilities
• Regular review of integration settings to ensure functionality
• Test integrations after updates or changes

Performance Monitoring

• Monitor system performance regularly
• Check storage usage and available space
• Review system status and health indicators
• Regular updates to maintain optimal performance
• Address performance issues promptly
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User Management

• Set appropriate user permissions and access levels
• Regular review of user accounts and access
• Monitor user activity and login history
• Provide training on system settings and preferences
• Regular review of user management policies

Business Workflows

Overview

Business Workflows provide comprehensive step-by-step processes that guide you through complete
business tasks from start to finish. These workflows combine multiple PropXCRM features to
accomplish common business tasks efficiently, ensuring consistency and best practices across your
property management operations.

Page Content

The Business Workflows page provides detailed process guides organized by common business
scenarios:

New Property Onboarding Workflow: Complete process for adding new properties to your
portfolio New Tenant Onboarding Workflow: Step-by-step guide for bringing new tenants
into your system Monthly Payment Collection Workflow: Systematic approach to managing
monthly rent collection Contract Renewal Workflow: Process for renewing existing tenant
contracts Property Maintenance Workflow: Managing property maintenance from reporting
to completion Monthly Financial Reporting Workflow: Creating comprehensive financial
reports Year-End Closing Workflow: Annual closing procedures and preparation Emergency
Response Workflow: Handling property emergencies and incidents

Each workflow includes detailed step-by-step instructions, required information, and best practices
for successful completion.

How to Use

New Property Onboarding Workflow

1. Property Registration: Navigate to Properties, add new property, fill basic information,
upload photos, set financial information, and save

2. Create Sub-Units: Go to Sub-Properties, filter by new property, add units with details, set
pricing, and save

3. Set Up Payment Tracking: Navigate to Payment Tracking, review schedule, configure
methods, set reminders, and test system

4. Update Dashboard: Check Dashboard to verify metrics, review activity feed, and ensure all
actions work properly
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New Tenant Onboarding Workflow

1. Create Party Profile: Navigate to Parties, add new party, select type, fill contact information,
upload documents, and save

2. Create Contract: Go to Contracts, add new contract, select type, choose property and unit,
select party, set terms, generate PDF, and save

3. Set Up Payment Tracking: Navigate to Payment Tracking, find new payment, set schedule,
configure reminders, and test system

4. Update Property Status: Go to Properties, find property, update unit status to Occupied,
update property status, and save changes

Monthly Payment Collection Workflow

1. Review Payment Status: Check Payment Tracking, review current month tab, identify
overdue payments, review schedule, and note issues

2. Send Payment Reminders: Select overdue payments, send email reminders, send SMS if
needed, make phone calls, and document communications

3. Process Received Payments: Check payment methods, verify amounts, mark as paid,
generate receipts, and update records

4. Follow Up on Outstanding: Identify remaining overdue, escalate if needed, consider
payment plans, document actions, and update status

Contract Renewal Workflow

1. Identify Expiring Contracts: Navigate to Contracts, filter by expiring, review details,
check tenant history, and assess options

2. Negotiate Renewal Terms: Contact tenant, discuss new terms, review market rates,
propose new contract, and document negotiations

3. Create Renewal Contract: Go to Contracts, add new contract, select renewal type, update
terms, generate contract, and send to tenant

4. Complete Renewal Process: Receive signed contract, update old contract status, activate
new contract, update payment schedule, and notify parties

Property Maintenance Workflow

1. Report Maintenance Issue: Navigate to Properties, select property, update status to Under
Maintenance, add note, and set priority

2. Schedule Maintenance: Contact maintenance team, schedule work, notify tenants, update
status, and document schedule

3. Track Maintenance Progress: Monitor progress, update status, communicate with tenants,
document work, and track costs

4. Complete Maintenance: Verify work completion, update property status to Available,
notify tenants, update records, and schedule follow-up

Monthly Financial Reporting Workflow

1. Generate Financial Reports: Navigate to Reports, select Financial tab, set date range,
generate revenue, expense, and profit reports

2. Review Financial Performance: Analyze revenue trends, review expenses, calculate profit,
compare to budget, and identify issues
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3. Prepare Management Report: Compile key metrics, create executive summary, include
charts, highlight key points, and add recommendations

4. Distribute Reports: Export reports, email to management, schedule presentation, prepare
discussion points, and follow up

Year-End Closing Workflow

1. Prepare for Year-End: Review all contracts, verify payments, update records, backup data,
and notify stakeholders

2. Generate Year-End Reports: Navigate to Reports, select full year, generate all reports,
review financial statements, and prepare tax documents

3. Complete Year-End Tasks: Close accounts, reconcile balances, archive old records, update
system settings, and plan for next year

4. Start New Year: Update system date, create new budgets, review contracts, update settings,
and begin operations

Emergency Response Workflow

1. Identify Emergency: Receive emergency call, assess situation, notify management, document
emergency, and set priority

2. Respond to Emergency: Contact emergency services, notify affected tenants, update
property status, coordinate response, and document actions

3. Manage Aftermath: Assess damage, coordinate repairs, update tenants, handle insurance,
and document everything

4. Recovery and Prevention: Complete repairs, update property status, review procedures,
implement improvements, and train staff

Example Use Case

Sarah manages a portfolio of 30 properties and needs to onboard a new tenant, Ahmed,
for a 2-bedroom apartment. She follows the New Tenant Onboarding Workflow: First,
she creates Ahmed’s party profile with his contact information and Emirates ID. Then
she creates a 2-year rental contract, linking it to the specific apartment and Ahmed’s
profile. She sets up payment tracking for monthly rent collection and updates the
apartment status to Occupied. This systematic approach ensures all necessary steps
are completed and nothing is missed.

Tips

Planning and Preparation

• Always plan workflows in advance to ensure smooth execution
• Prepare all necessary information and documents before starting
• Set clear objectives and timelines for each workflow
• Assign responsibilities clearly to team members
• Have backup plans ready for unexpected situations

Communication Best Practices

• Keep all stakeholders informed throughout the process
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• Use clear and concise language in all communications
• Document all communications for future reference
• Follow up on important matters promptly
• Maintain professional relationships with all parties

Documentation Excellence

• Record all actions and decisions made during workflows
• Keep detailed notes and records of all activities
• Update information regularly to maintain accuracy
• Maintain accurate documentation for compliance
• Archive old records properly for future reference

Quality Control

• Verify all information accuracy before proceeding
• Check all calculations and financial data
• Review all documents for completeness and accuracy
• Test all systems and processes before finalizing
• Monitor progress regularly to ensure quality

Continuous Improvement

• Review workflows regularly to identify areas for improvement
• Implement best practices learned from experience
• Train staff on improved processes and procedures
• Measure and track results to assess effectiveness
• Update workflows based on changing business needs

Team Coordination

• Ensure all team members understand their roles and responsibilities
• Provide adequate training on workflow procedures
• Establish clear communication channels and protocols
• Regular team meetings to review progress and address issues
• Celebrate successes and learn from challenges

Technology Utilization

• Use PropXCRM features effectively to streamline workflows
• Automate repetitive tasks where possible
• Regular system updates to maintain optimal performance
• Monitor system performance and address issues promptly
• Use technology to improve efficiency and accuracy
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Visual Interface Guide

Overview

The Visual Interface Guide provides detailed descriptions of PropXCRM’s interface elements,
designed to help users understand the system’s layout and functionality. These descriptions are
perfect for understanding the system without screenshots and help users navigate the interface
effectively.

Page Content

The Visual Interface Guide covers all aspects of PropXCRM’s user interface:

Color Scheme and Theming: Complete color palette including primary colors, status colors, and
interactive states Typography: Font families, sizes, weights, and text hierarchy Layout Structure:
Page layout, grid system, and spacing guidelines Component Library: Detailed descriptions of
buttons, cards, forms, tables, and navigation elements Responsive Design: How the interface
adapts to different screen sizes Animation and Transitions: Hover effects, loading states, and
page transitions Accessibility Features: Color contrast, keyboard navigation, and screen reader
support Icon System: Icon library, usage guidelines, and color coding Data Visualization: Chart
types, colors, and interactive features Error and Success States: Visual feedback for different
system states

How to Use

Understanding the Interface

1. Review the color scheme to understand how different colors indicate different states and
information

2. Study the typography to understand text hierarchy and readability
3. Examine the layout structure to understand how information is organized
4. Review component descriptions to understand how different elements work
5. Use the responsive design guide to understand how the interface adapts to different

devices

Navigation and Interaction

1. Study the navigation elements to understand how to move through the system
2. Review button styles to understand different action types
3. Examine form elements to understand how to input information
4. Study table layouts to understand how data is displayed
5. Review modal and dialog descriptions to understand popup interactions

Visual Feedback and States

1. Understand color coding for different statuses and information types
2. Review hover effects to understand interactive elements
3. Study loading states to understand when the system is processing
4. Examine error states to understand how problems are communicated
5. Review success states to understand confirmation feedback
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Accessibility and Usability

1. Review accessibility features to understand inclusive design
2. Study keyboard navigation to understand alternative interaction methods
3. Examine screen reader support to understand assistive technology compatibility
4. Review visual accessibility to understand high contrast and large text options
5. Study color independence to understand information not dependent on color

Example Use Case

Ahmed is new to PropXCRM and wants to understand how to navigate the system
effectively. He uses the Visual Interface Guide to learn about the color coding system
- green for success and available items, red for errors and overdue payments, blue for
information and active items, and orange for warnings and pending items. He studies
the button styles to understand that purple gradient buttons are primary actions,
white buttons with purple borders are secondary actions, and icon buttons are for
quick actions. He reviews the form elements to understand how to input information
correctly, and studies the table layouts to understand how data is organized and
displayed.

Tips

Color and Visual Design

• Use the color scheme consistently to maintain visual hierarchy
• Understand that colors have specific meanings (green = success, red = error, etc.)
• Pay attention to color contrast for readability
• Use the visual design to quickly identify different types of information
• Maintain consistency with the established design patterns

Navigation and Usability

• Use the navigation elements to move efficiently through the system
• Understand that different button styles indicate different action types
• Use hover effects to identify interactive elements
• Follow the established layout patterns for consistency
• Use the responsive design guidelines for different devices

Accessibility and Inclusion

• Use keyboard navigation for efficient system interaction
• Understand that the interface supports screen readers and assistive technology
• Use high contrast options if needed for better visibility
• Understand that information is not dependent on color alone
• Follow accessibility guidelines for inclusive design

Data Visualization and Charts

• Use appropriate chart types for different data presentations
• Understand the color coding for different data series
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• Use interactive features to explore data in detail
• Follow the chart design guidelines for consistency
• Use data visualization to communicate information effectively

Error Handling and Feedback

• Understand how errors are communicated through visual design
• Use success states to confirm completed actions
• Pay attention to loading states to understand system processing
• Use visual feedback to understand system responses
• Follow error handling guidelines for effective problem resolution

System Integration

• Understand how different interface elements work together
• Use the component library to understand available options
• Follow the established design patterns for consistency
• Use the visual guide to understand system capabilities
• Maintain consistency with the overall design system

Performance and Optimization

• Understand how the interface adapts to different screen sizes
• Use responsive design guidelines for optimal viewing
• Follow performance guidelines for efficient system use
• Use the visual guide to understand system limitations
• Maintain optimal performance through proper interface usage
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By Business Function
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• Financial Management: Payments, Accounting
• Business Intelligence: Dashboard, Reports
• System Administration: Settings, Visual Guide

43

settings.md
workflows.md
visual-guide.md
properties.md
subproperties.md
parties.md
contracts.md
payments.md
accounting.md
dashboard.md
reports.md
settings.md
visual-guide.md


By User Role

• Property Managers: Dashboard, Properties, Contracts, Payments
• Accountants: Accounting, Reports, Payments
• Administrators: Settings, Parties, Workflows
• Business Owners: Dashboard, Reports, Workflows

By Task Type

• Daily Operations: Dashboard, Payments
• Property Setup: Properties, Sub-Properties
• Tenant Management: Parties, Contracts
• Financial Reporting: Accounting, Reports
• System Configuration: Settings, Visual Guide

Support Resources

Getting Help

• Email Support: support@propxcrm.com
• Phone Support: +971-4-XXX-XXXX
• Live Chat: Available during business hours
• Documentation: This comprehensive guide

Training Resources

• Video Tutorials: Step-by-step video guides
• Webinars: Regular training webinars
• User Training: Comprehensive training programs
• Best Practices: Industry best practices guide

Technical Support

• System Status: Check system status
• API Documentation: Developer resources
• Integration Guides: Third-party integrations
• Troubleshooting: Common issues and solutions

Documentation Structure

Each guide follows a consistent structure: 1. Overview - What the feature does and why it’s
important 2. Page Content - Detailed description of the interface and layout 3. How to Use -
Step-by-step instructions for common tasks 4. Example Use Case - Real-world scenario showing
the feature in action 5. Tips - Best practices and helpful advice

Version Information

• Current Version: 1.0.0
• Last Updated: December 2024
• Next Update: January 2025
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This Table of Contents provides a complete overview of all PropXGuide documentation. Use it to
quickly find the information you need and navigate through the comprehensive user guide.

About the Provider

Overview

PropXCRM is developed and owned by DEVJSX LIMITED, a UK-based technology company
pioneering advanced AI systems, SaaS platforms, developer frameworks, security solutions, and
autonomous agent technologies. The application has been licensed to BRILLIANT ALGORITH FZ
LLC for operation and distribution in the UAE market, ensuring local compliance and support for
regional property management needs.

Company Ownership Structure

DEVJSX LIMITED - Application Owner

DEVJSX LIMITED is a UK-based technology company at the forefront of artificial intelligence,
cloud infrastructure, and security solutions. As the official owner and developer of PropXCRM,
DEVJSX LIMITED specializes in building AI systems, SaaS platforms, developer frameworks, and
autonomous agents that empower enterprises to accelerate digital transformation. The company
maintains all intellectual property rights and oversees the technical development and maintenance
of the PropXCRM platform.

BRILLIANT ALGORITH FZ LLC - Licensed Operator

BRILLIANT ALGORITH FZ LLC has been granted an exclusive license to operate and
distribute PropXCRM in the UAE market. This licensing arrangement ensures that PropXCRM
users receive localized support, compliance with UAE regulations, and dedicated customer service
tailored to the regional market.

Company Registration Details

DEVJSX LIMITED

• Company Name: DEVJSX LIMITED
• Registered Address: 128 City Road, London, United Kingdom, EC1V 2NX
• Website: www.devjsx.com
• Email: ahmed@devjsx.com
• Registration: Registered in England and Wales
• Company Number: 16618207
• Jurisdiction: England and Wales
• Status: Active and in good standing

BRILLIANT ALGORITH FZ LLC

• Company Name: BRILLIANT ALGORITH FZ LLC
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• Operating Region: United Arab Emirates
• License Type: PropXCRM Licensed Operator
• Status: Active and authorized to operate PropXCRM

Business Model and Licensing

Technology Development

DEVJSX LIMITED is responsible for: - Software Development: Core PropXCRM platform de-
velopment - Technical Innovation: Continuous improvement and feature development - Security
and Compliance: Data protection and security measures - Platform Maintenance: System
updates and technical support

Core Competencies

DEVJSX LIMITED specializes in: - Advanced AI Systems: Transfer learning-based AI models,
autonomous decision-making engines, and domain-specific intelligence solutions - SaaS Platforms:
Enterprise-ready cloud platforms and subscription-based solutions for SMEs - Developer Frame-
works: Low-code and zero-code runtimes, YAML-based logic layers, and scalable runtimes built in
Rust and WebAssembly - Security & Cloud Infrastructure: End-to-end cybersecurity solutions,
email and data protection frameworks, and enterprise-grade observability - Autonomous Agent
Technologies: Intelligent digital agents with persistence, mental processing frameworks, and
agent-based SaaS service models

Business Model

DEVJSX LIMITED operates under multiple revenue models: - Monthly SaaS Subscriptions:
Recurring subscription-based services - Tokenized Usage: Pay-per-use tokenized systems - En-
terprise Licensing: Custom enterprise solutions - Transaction Billing: Per-transaction pricing
models

Regional Operations

BRILLIANT ALGORITH FZ LLC handles: - Local Operations: UAE market operations and
customer support - Regulatory Compliance: UAE-specific compliance and legal requirements -
Customer Service: Localized support and training services - Business Development: Regional
marketing and sales activities

Contact Information

Technical Support and Development

• Company: DEVJSX LIMITED
• Website: www.devjsx.com
• Email: ahmed@devjsx.com
• Address: 128 City Road, London, United Kingdom, EC1V 2NX

Regional Support and Operations

• Company: BRILLIANT ALGORITH FZ LLC
• Email Support: info@bri-alg.com
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• Phone Support: +971503637935
• Live Chat: Available during business hours
• Training Resources: Video tutorials and webinars

Legal and Compliance

Data Protection

• GDPR Compliance: DEVJSX LIMITED ensures full GDPR compliance for European users
• UAE Data Protection: BRILLIANT ALGORITH FZ LLC ensures compliance with UAE

data protection laws
• Data Security: Both companies maintain strict data security protocols

Licensing and Intellectual Property

• Software License: PropXCRM is licensed under proprietary terms
• Trademark Protection: All PropXCRM trademarks and intellectual property are protected
• Usage Rights: Users are granted specific usage rights as per the license agreement

Regulatory Compliance

• UAE Regulations: Full compliance with UAE real estate and business regulations
• International Standards: Adherence to international software development standards
• Audit Requirements: Regular audits ensure continued compliance

Company Vision and Mission

Vision

To pioneer the future of intelligent infrastructure by delivering secure, adaptive, and autonomous
technologies that shape the digital world of tomorrow.

Mission

To provide businesses with next-generation platforms that integrate AI, automation, and security
into everyday operations — simplifying complexity and driving measurable growth.

Core Values

• Innovation First: Driving progress with cutting-edge research
• Security by Design: Embedding protection into every product
• Scalability & Performance: Ensuring enterprise-grade reliability
• Ethics in AI: Building systems that respect humans, agents, and machines
• Customer-Centric: Delivering measurable outcomes for clients

Partnership Benefits

For Users

• Local Support: Dedicated UAE-based support team
• Cultural Understanding: Services tailored to UAE business practices
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• Regulatory Knowledge: Expert knowledge of local regulations
• Language Support: Multilingual support including Arabic and English

For the Market

• Technology Innovation: Cutting-edge property management technology powered by ad-
vanced AI

• Local Expertise: Deep understanding of UAE real estate market
• Compliance Assurance: Full regulatory compliance and data protection
• Continuous Improvement: Regular updates and feature enhancements

Future Development

Technology Roadmap

• AI Integration: Advanced artificial intelligence features
• Mobile Applications: Enhanced mobile experience
• API Development: Third-party integration capabilities
• Cloud Infrastructure: Scalable cloud-based solutions

Market Expansion

• Regional Growth: Expansion to other GCC countries
• Feature Enhancement: Continuous feature development based on user feedback
• Partnership Development: Strategic partnerships with real estate industry leaders
• Training Programs: Comprehensive training and certification programs

Quality Assurance

Development Standards

• Code Quality: Rigorous code review and testing processes
• Security Audits: Regular security assessments and penetration testing
• Performance Monitoring: Continuous performance optimization
• User Testing: Extensive user acceptance testing

Support Excellence

• Response Times: Guaranteed response times for support requests
• Training Programs: Comprehensive user training and onboarding
• Documentation: Detailed documentation and user guides
• Community Support: Active user community and knowledge sharing

For technical inquiries: Contact DEVJSX LIMITED at www.devjsx.com or ahmed@devjsx.com

For regional support: Contact BRILLIANT ALGORITH FZ LLC at info@bri-alg.com or
+971503637935
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