
 KPM Documentation 

 KPM is short for Kayla Acacia Property Management. 

 Kayla Acacia Property Management is a property management company owned by Kinghorn and 
 Kinghorn Management & Holding Company Limited. 

 The KPM Software has two portals, a client portal at  https://client.kaylaacacia.com  and an administrative 
 portal  https://kpm.kaylaacacia.com 

 The KPM Software is a web portal that allows the management of properties. 

 Clients can use the KPM client portal to track their rented properties, invoices, other charges and 
 payments.Client can also log complaints and report issues. 

 The KPM administrative portal allows property managers to manage properties, create invoices, record 
 payments and generate useful reports. 

https://client.kaylaacacia.com/
https://kpm.kaylaacacia.com/


 Definition of Key Terms 

 Table view:  A page that displays the data as a table  and has each instance of the record as a list item in 
 the table. These all have a search bar at the top and a navigation element at the bottom to view more data 
 as it might not all be displayed on the initial page load. 

 Example: 

 ●  The Table with search bar and header items 

 ●  The bottom of the table highlighting the page navigation 

 At the bottom of the page is the table navigation as we can't display everything all at once so clicking on 
 the various numbers or pressing next/previous allows you to view other properties in the list. 

 Create page:  This page is a form that has the inputs  required to create an instance of a record, whether it 
 be a property, tenant, task, etc. It also usually has the words “Add” or “Create” at the top. 

 Example: 

 Add property pages’ form 



 Edit page:  this page looks like the respective create page however  the form is populated with data for the 
 record that is to be edited. This data can be changed and when the save button is selected the record will 
 be updated. 

 Example: 

 Edit page for for property 



 The Dashboard 

 The Dashboard provides a general overview of Complaints, tasks, premises, and notifications. All of these 
 can be found in the sidebar with more detail or by clicking the buttons at the top of the sections. 

 Moving on to the sidebar details 

 List properties 

 List properties allows you to do just that, view a list of all the properties managed by KPM. After clicking 
 this you will be greeted with the properties in a table view. 



 On this page, you have the option to: 

 ●  Create a new property by clicking the button at the top saying “create new” 
 ●  View property details by clicking on the details button 
 ●  Edit a property by clicking the gray icon. 
 ●  Search with the search bar any property in the list by name or other details 

 ❖  Creating a property 

 On clicking the create property button you will see a 
 form to complete after adding the relevant information 
 clicking create will add the property to the list 



 ❖  Editing a property 

 Upon clicking on the edit icon you will see a form similar 
 to the above however, it will be pre-populated with data 
 for the property and you can change this information and 
 click save at the bottom of the page to update it. 



 Property details 

 This page has two parts 

 -  Property details and 
 -  Property actions 

 The property details section 

 This section displays all the details of the property as well as a list of invoices generated for the property. 

 The property actions sections 

 Here we can see the actions and list of 
 related documents for a property. They 
 are fairly self-explanatory but the actions 
 are: 

 -  Edit (the property) 
 -  Assign tenant 
 -  Add Rent Invoice 
 -  Add Charge 
 -  Add Task 
 -  Add Note 
 -  Add petty Cash 
 -  Add Requisition 



 We can also View the list of documents such as: 

 ●  Statement of Accounts 
 ●  Property invoices 
 ●  Property payments 
 ●  Property Expenses 
 ●  Property Tasks 
 ●  Property Notes 
 ●  Property Petty Cash 
 ●  Property Requisitions 

 Property Actions 

 Edit :  this was previously covered in “editing a property”  above. 

 Assign a tenant:  this section allows you to add a  tenant to a property. You can also remove a tenant from 
 a property by selecting “Vacant” in the list. 

 Add Rent Invoice:  Add an invoice to the property,  invoices will be emailed to the respective tenants 



 Add Charge:  A charge is a fee or cost that is incurred by a tenant. Adding a charge takes you to a page 
 where you can add the details of the charge to be paid by the tenant. 

 The Add charge page has the title “Add invoice” 



 Add Task:  A task is something to be completed by KPM. usually relating to a specific property. These 
 can include maintenance, resolving a complaint, etc. The benefit to adding a task from here rather than the 
 sidebar (Tasks > Add task) is that here the property is already selected. 



 [ COMPLETE ACTIONS ] 

 Tenants 

 The tenants' section has two drop-down options 

 -  View tenants 
 -  Add tenants 

 Note: the add tenants section can be found on the view tenants  section at the top (review) 

 The Add Tenants Section 

 Consists of a form that when filled out will create a 
 tenant 



 Tasks Section 

 The tasks section has 5 drop-down options : 

 -  View tasks 
 -  Add tasks 
 -  Issues/Concersn 
 -  Maintenance 
 -  Calendar 

 View tasks 

 This view tasks section displays a list of tasks in a table view with a search bar and action buttons as well 
 as other details 

 Actions 

 ●  View 
 ●  Edit 
 ●  Delete 



 View tasks section 

 This section shows task details and a few navigation options. The ones of note are: 

 ●  Go To premises tasks - takes the user to a list of tasks for this specific property 
 ●  Go to premises - takes the user to the premises the task is attached to 
 ●  Edit - this takes you to the edit form 

 Edit tasks 

 This takes you to a form similar to the creation form similar to that of editing a property 

 Delete Tasks 

 This option allows you to delete the task 



 Add Tasks 

 Used to create new tasks within a premises 
 management system. It allows users to input essential 
 details about the task, such as its summary, assigned 
 user, priority, and other relevant information. 

 ●  Premise: This field is likely a dropdown menu 
 where the user selects the premise to which the 
 task is associated. 

 ●  Summary: A text field where the user provides 
 a concise description of the task. 

 ●  Task Details: A text area for more detailed 
 information about the task. 

 ●  Assigned: This field likely displays the current 
 date and time when the task is being created. 

 ●  Assigned User: A dropdown menu where the 
 user selects the individual responsible for 
 completing the task. 

 ●  Priority: A dropdown menu where the user selects the task's priority level (e.g., low, medium, 
 high). 

 ●  Status: This field likely displays the initial status of the task, which is usually "New." 
 ●  Attachment: A file upload field where the user can attach relevant documents or files to the task. 

 Create: Clicking this button submits the form data and creates a new task. 

 Back to List: This button likely takes the user back to a list of existing tasks. 

 Back to Premises Details: This button likely takes the user back to the details page of the selected 
 premise. 



 Issues and Concerns 

 Displays a list of open discussions that are currently awaiting a reply. It provides a way to view and 
 manage these discussions. 

 ●  Pending Reply:  This filter displays discussions that  are currently waiting for a reply. 
 ●  Pending Staff Reply:  This filter displays discussions  that are waiting for a reply from a staff 

 member. 
 ●  Pending Client Reply:  This filter displays discussions  that are waiting for a reply from the client. 
 ●  Resolved:  This filter displays discussions that have  been resolved. 
 ●  Closed:  This filter displays discussions that have  been closed. 
 ●  Deleted:  This filter displays discussions that have  been deleted. 
 ●  All:  This filter displays all discussions, regardless  of their status 

 View Button: Clicking on the "View" 
 button next to a discussion opens the 
 discussion details page where users can 
 view the full conversation, add a reply. 



 Maintenance 

 Provides a list of upcoming and overdue maintenance tasks. It allows users to view details about each 
 task, its status, and the property it is associated with. 

 ●  View Update Log: A button to view the details and update log for a specific maintenance task. 
 ●  Maintenance Date: The scheduled date for the maintenance task. 
 ●  Maintenance Status: The current status of the task (e.g., Pending, In Progress, Completed). 
 ●  Property Status: The status of the property associated with the task (e.g., Active, Inactive). 
 ●  Property: The name or identifier of the property. 
 ●  Next Maintenance Date: The date of the next scheduled maintenance for the property. 

 View Update Log: Clicking on the "View 
 Update Log" button opens a detailed 
 view of the maintenance task, including 
 its history, comments, and any relevant 
 documentation. 



 Calendar 

 ●  Header: The top section with the date and day of the week. 
 ●  Body: The main section below the header, is currently empty, it’s supposed to display events or 

 tasks scheduled for a specific day. 
 ●  Navigation: There are navigation buttons on the left side of the header, allowing for movement 

 between dates. 
 ●  Date Display: The date and day of the week are displayed in the center of the header. 

 Invoices 

 This section displays a list of invoices and has a view button by each to allow for viewing the details of a 
 particular invoice. 



 View Invoice 

 Options of note: 

 ●  Go to Premises -  goes to the premises of the invoice 
 ●  Go to Tenant - go to the details of the tenant of the invoice 

 Payments 



 ●  Payment Number:  A unique identifier for each payment. 
 ●  Payer Date:  The date when the payment was made. 
 ●  Notes:  Additional information about the payment. 
 ●  Payment Amount:  The amount of the payment. 

 ●  View:  Opens a detailed view of the payment. 

 ●  Verify:  Confirms the payment 

 . 

 This section shows the payments in a table view 

 Each payment has a view button that when clicked shows more details about this payment 



 Expenses 



 Edit: 

 By clicking Edit on the Expenses page takes 
 you to the edit expense page. 

 Details 



 By clicking Details on the Expenses page takes you to the Details page 

 Petty Cash 

 Add petty cash 

 By clicking Create new on the Petty cash 
 page it takes you to the Add petty cash 
 page. 



 By clicking the Details button on a 
 petty cash record it takes you to the 
 details page of the petty cash record 
 selected here you can view the record 
 details in a more readable way. 

 By clicking the edit button on the petty cash 
 record od interest it takes you to the edit page for 
 the petty cash record to be edited 



 Requisitions 

 A requisition is created under the property section by going to the property actions section and clicking 
 the “Add requisition” option 

 Clicking on the requisition page on the sidebar page listing the requisitions made on a;ll properties is 
 shown in a table view. 

 By clicking on the “details” button you are taken to the details page where the requisition can be viewed 
 in more details. On this page you are also given the following options relating to this specific property to 
 which the requisition was made: 

 ●  View all requisitions made for the property (Clicking Go to requisitions for premises) 
 ●  View the property details (Go to premises) 
 ●  View the tenant details of the specified property (Go to tenant) 



 Clicking go to requisitions for premises takes you to this page where you can add petty cash entries for 
 the specified property 

 By clicking Edit on the requisition 
 records in the table view you are 
 taken to the requisitions edit page 



 Complaints 

 Complaints are added by tenants on the tenant portal, on the complaints page you are also allowed to add 
 complaints. 

 By clicking the Complaints in the sidebar you are taken to the complaints page displayed in a table view. 

 Create complaints 

 By clicking the create new option on the complaints 
 page you are taken to the create complaint page where 
 you are allowed to create a complaint by completing the 
 form with the appropriate information and selecting the 
 correct premises from a dropdown list. 



 By clicking View you are taken to the complaints detail page where you can view the details of which 
 complaint. 

 By clicking Edit you are taken to the edit 
 complaints page where you are able to edit 
 the selected complaint. This is not 
 recommended as if the tenant created the 
 complaint they likely would not like it to be 
 modified as it likely contains a true 
 representation of the matter at hand as they 
 see it. 



 Automated Invoices and Messages 
 On the 21  st  of the month the system will generate  automated invoices for the next month. 

 On the 27  th  of the month the system will email invoices  for the next month. 

 On the 4  th  of the month the system will send a reminder  for all unpaid invoices. 

 On the 7  th  , 14  th  , 21  th  and 28th of the month the system  will send an email summary of balance to 
 the administrator accounts. 



 Reporting and Communication 

 Attachments 


