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Logging In  
 
New RP Office Desktop Icon 
 
The existing icon when opening Macpro Office Manager has now changed.  All new clients are 
automatically installed with this icon on their desktop:  
 
 
However, existing users will need to alter their own desktop icon.  This can be done anytime 
after your upgrade has been completed. 
 
To update your existing Macpro Office Manager desktop icon, complete the following steps: 
 
Step 1. Right Click on the existing Macpro Office Manager icon and select the Properties option.  

This will display the Macpro Office Manager Properties screen. 
 
Step 2. Click on the Change Icon button.  This will display the Change Icon screen. 
 
Step 3. Highlight the new Macpro Office Manager icon and click OK. 
 
Step 4. Once you return to the Macpro Office Manager Properties screen, click on the Apply 

button then the OK button.  Your icon has now been changed.  
 
New Login Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above screen display will now appear when logging into RP Office.   
Your login has not changed, you still enter your User Name and Password, and then you can 
click or hit enter on the Login button to login to the program 
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New Icons  
 
The new icons have been colour-coded. E.g.: All of the Adding functions are coloured red, the 
Accounting functions are coloured green etc.   A full itemised description of each of the Icon 
functions, are provided below: 
 

Add & Find Clients 
A client is any person or organization you come into contact with via your 
business. 
They include: Landlords, Tenants, Tradespeople, Creditors 
Vendors, Purchasers, Body Corporate Members, Conjunctional 
Agents, Solicitors etc. 

 
Add & Find Addresses 
 An Address is any street address that may belong to any of your clients, or may 
be a property that you manage. 
They include: Residential addresses, Commercial addresses,  

PO Box, GPO Box, Body Corporate address etc. 
 

Add & Find Services – Attach Suppliers 
  A Service is used to group tradespeople together in Services 
   Categories for maintenance tasks. I.e.: Plumbing, Electrical, 
   Gardening, etc. 
 

Add A New Business 
  A Business Transaction can be defined as any type of Real Estate 
   business dealing. 
  A Business transaction is the relationship between clients and 
  properties. It is NOT a financial record eg: Rental Appraisals, 
  New Managements, Managed Tenancies, For Sale & Sold. 
 

Add, New or Find Accounts 
      An Account is a Ledger. An entity that you hold money on behalf of. 
  Account Types: Residential & Commercial Accounts, Sales, 
  Accounts, Creditor Account, Body Corporate Account. 
  

Find 
Entering text in the Filter field will display 

   the matches to your criteria. 
 
 

Return to Work Centre 
Takes you back to the Work Centre directory. 

 
 

   Receipt Rent, Sale & Bond Deposit 
To add a Receipt(s) against a business or account. To view receipts entered for 
a banking to print the Banking Deposit Slip(s) and Post your banking(s). 
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   Invoice Account for Payment 
To add an invoice to be processed against an account on behalf 
of a creditor. 
 

    
Manual Payments 
To add a manual payment processed against an account. 

 
Transfer Funds between Account Ledgers 
To transfer funds between accounts or sub accounts. 
e.g.: from one Landlord to another 
 
 
Search/Add Holiday Bookings 
Search for and book holiday properties available between dates. 
 
 
For Sale/Lease Internet Upload Module 
To automatically upload properties for sale and for lease including OFI Times 
to the internet. 
Internet portals include RealEstate.com, Domain.com, Real Estate View,  
myhome and homehound etc, according to their upload data specifications. 

 
   Residential Management Pocket PC Inspection Modu le 

Transfer inspection tasks to pocket PC and ability to retrieve 
completed inspection tasks from Pocket PC. 

  
   Close 

Allows you to close out of the screen you are viewing or completely out of the 
program itself. 
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Step 1. Enter your Username and Password here.  
This will always remind you what it is. 
 

Step 2. Click on Apply button to save your 
changes.  A confirmation screen will 
appear.  
 
 
 
 
 
 
 

Step 3. Click the OK button to confirm Save. 

License Keys / Registration  
 
Password Reference field: 
 
You are required to update your license key (occurs every 3 months). 
Often operators can’t remember what their Username and Password is.  Therefore, RP Office 
now provides a new reference field on the Registration Form screen to enter your RP Data 
internet Members Login Username and Password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Automatic connection to the RP Data Website: 
 
There is now a new shortcut button that will automatically open up the RP Data website, ready 
for you to enter your Members Login Username and Password. 
 
Step 1. Click on the License Key from RP Data button to automatically open the RP Data 

website.  
 

Step 2. Once the RP Data website is open, enter your Username (your Members Login, i.e. 
v71234 and your Password, ie. hawthorn (keeping in mind the ‘v’ in your login and 
password is entered in lowercase).  
 

Step 3. Once you have obtained your New License Key, enter it into Client License Key field on 
the Registration Form  
 

Step 4. Click the Register button to update.  A confirmation screen will appear confirming that 
your registration was successful. 
 

Step 5. Click on Close. 
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Find Screen  
 
Extra Fields Displayed in the Search Result Grid: 
 
 
 
 
 
 
 
 
 
 

�
�
�
�
�
�
�
�
�
�
�
�
�
 
 
 
 
 
 
 
 
 
 
 

When clicking on the Find icon on the Toolbar, and search for a Business, extra fields 
are now displayed in the search result grid.  These fields include: 
 

Agent #  
Arrival Date (for Holiday Guest Business Types) 
Key # 
Manager Name 

�
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Search Ledger Option: 
 
Step 1. Click on the Search Ledger button on the Find. 

  
Step 2. Click on Receipt.  

 
Step 3. Enter in the Receipt number you are looking for.  
 
The screen will now display the receipt set that receipt belongs to. 
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Work Centre – Client Tab  
 
?– Business Label Filter 
 
When you filter clients through the Client ? option, a new Business Label tab has been added to 
further enhance the client filtering process.  This option provides a list of Business Labels you 
can then do searches and mail outs on, e.g.:  All Res. For Sale properties with Tennis Courts, 
Swimming Pools etc. 
 
Export Clients with Email Address 
 
A new button has been added to the bottom of the Clients Tab of The Work Centre called Only 
Export Clients with Email. This option, if selected allows you to create a Tab Delimited file that 
can then be given to providers who can do a mass email on your behalf.  These providers often 
require the format to be saved in a file that can be read as HTML emails. 
 
To export a list of clients with email addresses, complete the following steps: 
 
Step 1. Click on the Clients Tab of The Work Centre. 

 
Step 2. Click on the Client ? option and filter the Clients you wish to export, making sure you 

select the option “Only Display Clients with Email Address”. 
 

Step 3. Once you have a list of your Clients displayed, click on Only Export Client with Email 
button, at the bottom of the screen, this will display  
Do you wish to export to a file a list of Clients Name with eMail addresses? 
 

Step 4. Click on Yes if you wish to continue, a screen will display asking you to save the File and 
the location of where you would like to save the file. 
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Export Clients  
 
A new button has been added to the bottom of the Clients Tab of The Work Centre called 
Export Clients. This option, if selected allows you to create a Tab Delimited file that can then be 
given to providers who can do a mass mail out on your behalf.  These providers often require 
the format to be saved as a file. 
 
To export a list of clients, complete the following steps: 
 
Step 1. Click on the Clients Tab of The Work Centre. 

 
Step 2. Click on the Client ? option and filter the Clients you wish to export, making sure you 

select the option. 
 

Step 3. Once you have a list of your Clients displayed, click on Export Client button, at the 
bottom of the screen, this will display  
Do you wish to export all Clients to a File? 
 

Step 4. Click on Yes if you wish to continue, a screen will display asking you to save the File and 
the location of where you would like to save the file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Work Centre - Service Tab  
 
New Icon on Service Alphabetic Panel 
 
 
      Show All: 

This icon has replaced the * Asterix icon in the previous version.   
Functionality remains the same. 
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Users Screen  
 
Change Work CentreTabs Displayed by an Individual U ser 
 
This area allows you to individualize the Work Centre per User. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Auto Login RP Data 
This function allows you to nominate automatically open RP Data’s Website. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Tick the Auto Login RP Data . 
Step 7. Confirm/Alter your Username & Password for RP Data  
Step 8. Click on Test Login or Open RP Data Website.  
 
Advance Task Centre To Date 
This function allows you to select how many days ahead to view your tasks. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Change the number of days  to Advance Tasks. 
Step 7. Click on Save. 
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Work Centre Defaults 
This function allows you to Hide Tabs from the Work Centre. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Tick the Options that you want to Hide.  
Step 7. Click on Save. 
 
Default Business 
This function allows you to nominate a default business from the Work Centre. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Tick the Drop down  arrow to select your preferred business. 
Step 7. Click on Save. 
 
Default Document Group 
This function allows you to nominate a Document Group from the Document Section. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Tick the Drop down  arrow to select your preferred Document Group. 
Step 7. Click on Save. 
 
Default Work Centre Tab 
This function allows you to nominate which Tab you prefer to view when opening RP Office. 
 
Step 1. Click on File. 
Step 2. Click on Setup . 
Step 3. Click on Users . 
Step 4. Highlight  the User you wish to change. 
Step 5. Click on Login.   
Step 6. Tick the Drop down  arrow to select your preferred Work Centre Tab. 
Step 7. Click on Save. 
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Work Centre - Business – New Layout  
 
To enable an operator to have everything at their fingertips we have created a more 
comprehensive Business Work Centre. 
 
You will notice to the left of the screen we have removed the Business Tree to allow you to see 
more of the business. 
 
You will also notice that the alphabetic panel has been removed and replaced with a Search 
Criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Search 
 
This search facility has replaced the Alphabetic panel on the Business Work Centre. 
It allows you to search by Code, Property Reference, Client Reference, Agent Number and Key 
Number. 
 
Step 1. Select your Search Option .  
Step 2. Enter the details  in the Search Criteria (blue section). 
Step 3. Press Enter . 
 
Note:  The Work Centre will only display anything that matches your Search Criteria. 
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Checkbox - Filter Data on Screen 
This function allows you to display businesses between Dates, by a criteria. Eg: Lease Expiry, 
Rent Review, Inspection Vacate Date, Last Increase and Suburb etc. 
 
You can also use the Print Option to Print to Printer or to Email 
 
Step 1. Click on the Filter Data on Screen  Checkbox 
Step 2. Select the type of Filter e.g. Next Increase Date.  
Step 3. Enter the Date Range  in the From and To. 
Step 4. Press Save. 
Step 5. Click on Print  if you want a report to print or email. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Information Balloon 
 
If you click once on a Business from the Work Centre, e.g.Res. Managed Tenancy,  
an aqua information balloon will pop up providing information regarding that business. 
For example, Account Balance, Total Charges Due, Total Unpaid Invoices, etc. 
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New Grid Fields on some Business Types 
 
Some of the Business Types in The Work Centre have had additional columns added to their 
grid to provide more information to users.  The Grid changes and displays fields relevant to that 
type of Business that is selected. 
 
If you highlight the Res. Managed Tenancy business type, new fields have been added such as 
Inspection Date, Agent Number, Key Number, Last & Next Increase date, etc displayed below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
New Tab Options  
 
 
 
 
 
 
 
Diary 
This tab displays all past diary notes in date order, most recent at the top. 
 
Instruction 
This tab displays the Owners Instructions. You can double click in this box to add more. 
 
Task 
This tab displays all uncompleted tasks pertaining to the business highlighted. 
You can double click on the task to action from here. 
You can print a history of all tasks completed or completed by click on the Print History button. 
 
Phone 
This tab displays all contact numbers pertaining to the business highlighted. 
To add or change a contact number, double click on the contact, this will display the client 
screen. 
Add or change the contact number and select save. 
 
Charges 
This tab displays all owing charges for the business highlighted. Double click on a charge box 
and click on summary to display the charges history. 
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Invoices 
This tab displays all unpaid invoices for the business highlighted. Double click on the invoice 
box to display, unpaid and paid invoices, view past and preview next statement etc 
 
Receipts 
This tab displays a history of all receipts paid by the tenant. Click on the Print History button to 
get a report. Click on the Reprint Receipt button to get a copy of the actual receipt. 
 
Statements 
This tab displays all Statements that have been produced and allows you to preview the next 
statement. 
 
Ledger 
This section displays all receipts and payments that are current.  
 
Storage 
This holds all letters, debtor notices, leases, pdf files, images anything you would want to store 
that is relevant to that business. Add File  allows you to add files for the business highlighted.  
View Directory  displays the directory of files that are stored for the business selected. 
 
Fields 
Are information regarding the business, particularly for reporting. 
 
You will find New Buttons as well as new Icons on each of the buttons available on the Business 
Tab of the Work Centre.  These include: 
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New Icons  
 
   Refresh Button 

This button refreshes the entry after editing or adding has occurred.  
E.g. When a new business added or current business is changed 

 
   Show All 

To view all entries under that tab. 
 
 
+Task 
  Clicking on this icon will allow you to add a task for the business you  
  have selected e.g. Maintenance Task for more information see Day 3 notes. 

 
 
 
Letter 

Clicking on this icon will allow you to prepare and print a letter,  
to the Landlord or Tenant for the business selected. 
 

Step 1. Click on Letter. 
Step 2. Select the Category ,  
Step 3. Select the Letter.  
Step 4. Select the Client. (Who you want the letter to go to).  
Step 5. Click on Prepare. (The system will then prepare the letter).  
Step 6. Click on View Letter.  
Step 7. The letter will come to the screen. Make changes, if required 
Step 8. Print the Letter.  

 
Note: All Letters created using this option are now saved in the  
Task Centre of each Business with the task name, e.g. “Prepared” -  + Letter 
Name 
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Email 
Clicking on this icon will allow you to email anyone within the business 
you have highlighted.  
You can also send an attachment. 

 
 
Step 1. Click on Email  
Step 2. Double  Click  on the email address, to select. 
Step 3. Change the subject line if required. 
Step 4. Click  in the Message box to enter your message. 
Step 5. Click on Spell Check  to check your spelling. (if required) 
Step 6. Click on Add Attachment . (if you want to attach a document or PDF to this email). 
Step 7. Click on Send.  
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SMS 
Clicking on this icon will allow you to send an SMS to the Landlord or 
tenant of the business selected.  

 
 
Step 1. Click on SMS 
Step 2. Double  Click  on the mobile number, to select. 
Step 3. Change the subject line if required. 
Step 4. Right Click  in the Message box to display a list of short cuts. 
Step 5. Click on Send.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Print 
 

Clicking on this icon will allow you to print or email a report, of all the Businesses 
with the details on the screen displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Right Click in the 
message to get  
shortcuts like 
Business Address, 
No. of Days in 
Arrears & Amount 
Owing,  
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Trades 
  Clicking on this icon will display all uncompleted maintenance tasks by 
   tradesperson.  
  You can view each maintenance task or print a report. 
 
 
Step 1. Click on Trades  button. 
Step 2. Click on the down arrow  to select the Tradesperson to Display. 
Step 3. Click on View Task  to view the individual maintenance task. 
Step 4. Click Print Selected  to give a summary to the Tradesperson you have selected.  

By print or Email. 
Step 5. Click on Print all by Tradesperson  to print or Email a report of all outstanding 

maintenance tasks in tradesperson order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add Diary Note 

 
Clicking on this icon will allow you to add a diary note for the business 
highlighted. This button displays on all tabs from the work Centre. 

 
 
Step 1. Highlight  the business. 
Step 2. Click on Add Diary Note . 
Step 3. Type in details. 
Step 4. Click on File.  
Step 5. Click on Close.  
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ADL Forms Interface & Pocket PC (NEW FEATURE) 
 
ADL Software Forms Interface 
 
ADL Software is an Australian based software development company which provides Real 
Estate Forms & Form Solutions to the Real Estate industry in Australia. Currently they provide 
the ADLForms and ADLInspect services to New South Wales, Queensland and Victoria, 
although they aim to expand to cover other services, industries and regions in the future. �
 
The ADLInspect system is an extension of ADLForms that allows you to easily complete 
ADLForms Entry, Exit and Routine Condition Reports on site using a hand-held device. This 
system is comprised of multiple pieces of software distributed across both Desktop PC and 
Pocket PC and as a whole is referred to as ADLInspect.  

ADLForms  Third-party Interface  

It is important to note that ADLForms does not 'interface to' other software packages, but these 
packages 'interface to' ADLForms. ADLForms has no idea of the other software's presence on 
your computer system and has no way of interrogating their file structures. The third-party 
software packages create files that ADLForms can interpret to produce forms for you. 

Professional Interface  

Professional Interface  has been available since early 2004 and is far more advanced than the 
original Standard Interface in many ways, giving the operator greater control over the interface 
process and allowing for a 'many forms at a time' methodology. 

ADL Software Contact Details:  
 
Note:   For more information regarding this feature, including pricing and setup information, 
please contact Paul Bullen from On the Move.com.au on (03) 9272 8888.  For all other States, 
contact your local ADL Software office in your State. 

OR 

For more information on ADL Software, you can visit their website at: 

���������	
�����
�� �
�
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Right Click Menu Option- ADL Forms 
 
RP Office now interfaces to ADL Forms.  If you subscribe to ADL Software Forms, you will have 
access to a new option on the Business Tab of The Work Centre called ADL Forms.   
 
To access this option, you simply right click on the Business Tab of The Work Centre and select 
the ADL Forms option. 
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Accounts Tab – New Icons  
 
   Refresh Button 

This button refreshes the entry after editing or adding has occurred.  
E.g. When a new business added or current business is changed 

 
   Show All 

To view all entries under that tab. 
 
 
 

  Merge Accounts 
This option has been moved to the Account Maintenance Utilities section. 
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Work Centre – Task Tab  
All Relations and Contact Details Displayed: 
 
When you highlight a specific Task in The Task Centre, if a Business is attached to that Task 
you have selected, the relations and their contact details are now displayed on the Task Tab of 
the Work Centre screen, as indicated below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Work Centre - Task Tab – New Icons  
 
   Refresh Button 

This button refreshes the entry after editing or adding has occurred.  
E.g. when a new Task added or current Task is changed. 

 
+ Note 
 
Clicking on this icon will allow you to add a diary note to the task highlighted. 

 
Step 1. Highlight  the Task. 
Step 2. Click on + Note. 
Step 3. Type in details. 
Step 4. Click on Save. 

 
Business 
Clicking on this icon will allow you to display the business for the task  
you have highlighted. 
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Letter 
Clicking on this icon will allow you to prepare and print a letter, to the 
Landlord or Tenant for the business selected. 
 

Step 1. Click on Letter. 
Step 2. Select the Category ,  
Step 3. Select the Letter.  
Step 4. Select the Client. (Who you want the letter to go to).  
Step 5. Click on Prepare. (The system will then prepare the letter).  
Step 6. Click on View Letter.  
Step 7. The letter will come to the screen. Make changes, if required 
Step 8. Print the Letter.  

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
  Quick Edit 
  This function allows you to alter the task without double clicking on it. 
 
 
 
 
 
 
 
 
 
 
  Cost/Place 
  This function is used in the Sales Advertising Module. 
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All Relations and Contact Details Displayed: 
 
When you highlight a specific Task in The Task Centre, if a Business is attached to that Task 
you have selected, the relations and their contact details are now displayed on the Task Tab of 
the Work Centre screen, as indicated below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Print 
Clicking on this icon will allow you to print or email a report, of all the  
Businesses with the details on the screen displayed. 
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Trades 
  Clicking on this icon will display all uncompleted maintenance tasks by 
   tradesperson.  
  You can view each maintenance task or print a report. 
 
Step 1. Click on Trades  button. 
Step 2. Click on the down arrow  to select the Tradesperson to Display. 
Step 3. Click on View Task  to view the individual maintenance task. 
Step 4. Click Print Selected  to give a summary to the Tradesperson you have selected.  

By print or Email. 
Step 5. Click on Print all by Tradesperson  to print or Email a report of all outstanding 

maintenance tasks in tradesperson order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Assign Tasks 
  This facility allows you to change the user name that these tasks are assigned to. 
 

Step 1. Click on the Task(s)  to Assign. 
Step 2. Click on Assign To . 
Step 3. Click on the Down Arrow  to select the User to Assign the Tasks to. 
Step 4. Click on Save. 

 
Complete 

  This facility allows you to complete single or multiple tasks. 
 

Step 1. Click on the Task(s)  to Assign. 
Step 2. Click on Complete . 
Step 3. Click on the Selected or All . 
Step 4. Click on Save. 
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Task – Action Button – Ability to View Letter 
 
A new button called View Letter has been added when you Action an individual Task.  This 
button allows you to view the letter you have selected on the New Action screen and when 
selected, displays the merged letter and allows you to alter it on the spot and print. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Task – Action Button - Make Default Option  
 
If the Email option is selected when actioning a Task, you can also default to print after the 
email has been selected as a fallback if the person you are emailing does not have an Email 
address. 
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Clients  
 
 
 
 
 
 
 
 
 
 
 
Save / Cancel buttons now coloured 
 
You will find if any data has now changed, if you are required to either Save or Cancel these 
changes, the buttons will now appear in colour, Green for Save and Red for Cancel as 
displayed below. 
 
 
 
 
 
 
Add Mailing Address 
 
If you need to add in an Address on the Client screen, the Adding New Property address screen 
has been changed to enter only the minimal address details only, making it quicker and easier 
to enter a mailing address for a client, as displayed in the screen sample below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Client Icon:  
A new client icon will now display on the Client screen.   
Previous versions had this screen area blank. 
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Prospect – New Button 
 
A new button has been added to the client screen called Prospect that gives you the ability to 
add the client you have open added as a Prospect.  
 
To create the Client record as a Prospect, complete the following steps: 
 
Step 1. Double click the Client  record you wish to create as a Prospect. 
Step 2. Click on the Prospect  button.  This will display the Create Prospect Business for … 

screen, as displayed below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2. Select the Prospect  Business  option you wish to create your client as,  

e.g. Residential For Lease. 
 

Step 3. Enter the Fields  provided on the screen (these fields vary depending on the type of 
Prospect Business selected). 
 

Step 4. Assign the Manager  of who this client belongs to in the Manager drop down list. 
 

Step 5. Click on the Save button.  This will display the Quick View Prospect screen.  Information 
completed on the Create Prospect screen is saved in the Requirements option on the 
Prospect screen. 
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Addresses  
 
 

�
�
�
�
�

 
Save / Cancel buttons now coloured 
 
You will find if any data has now changed, if you are required to either Save or Cancel these 
changes, the buttons will now appear in colour, Green for Save and Red for Cancel as 
displayed below. 
 
 
 
 
 
 
 
Property / Address Code 
 
The ability to alter a Property Code has now been reinstated. 
 
Printed Address Button – Now called More Button 
 
The Printed Address Button has now been replaced by a new button called More, this is to 
allow for new fields as well as Owners Corporation (Body Corporate) budget fields. 
 
Units Tab – Add Multiple Units Option 
 
When adding Multiple Units from a Property Address, the attributes, 
e.g. Type, No of Bedrooms, No of Bathrooms,Car Spaces etc. will now carry over to the new 
addresses created from this option 
 
 
 
 
 
 
 
 
 
 
 

Property  Icon:  
A new Property icon will now display on the Property Address screen.  
Previous versions had this screen area either blank or replaced the blank 
area with a Property Image if one was added. 
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Fields Moved / More Button Created 
 
You will find some of the fields on the Property Address screen have now been moved to a new 
button that is accessed by clicking on the More Button.   Also the Inspection Area & Times, 
Bedrooms, Bathrooms and Car Spaces fields have been moved to the left hand side of the 
Property Address screen.  This is to allow for new fields as well as Owners Corporation (Body 
Corporate) budget fields. 
  

�
�

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  More Button 
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Street Name and Street Suffix: 
 
These fields will automatically update with the Street Name and Street Suffix from the front 
Property Address screen.  They have been added and will be used for the Internet Upload 
module of RP Office. 
 
Moved Fields: 
 
The following fields have been moved from the front of the Property Address screen to the More 
screen.  
 

·  Municipality 
·  Shire 
·  Parish 
·  Lot/Plan No. 
·  Volume Folio 
·  Title Type 

 
These fields we found to be optional fields and less commonly used by operators. 
 
SA Last Meter Reading &Owner Water Allowance 
 
This facility has been added for South Australian Clients to calculate the tenant’s water usage. 
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Business Wizard   
 
Prompt Notation added for each relation type: 
 
Now when adding in either a new business or altering details in an existing Business Wizard, 
suggested advice has been added for each relation that is highlighted.  This has been added to 
assist first time users to RP Office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Business Screen  
 
Prepare / View Letter on all Business Types: 
 
This option is new to all Business screens.  If you select this button, the Prepare/View Letter 
screen appears and allows you to merge and view a letter for the Business you have open.  
Previously only available as a right click menu option on The Business Work Centre. 
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Ability to Store Files on all Business Types: 
 
This option is new to all Business screens.  If you select this button, the Business Stored File 
screen appears and allows you to add and view stored files for the Business you have open.  
Previously only available as a right click menu option on The Work Centre. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Vacating Tenants – Calculation: 
 
When vacating an existing tenant and using the Charge to Vacate option and the Tenant has a 
part paid charge (On Account Amount), then RP Office will now look at the On Account Amount 
and take into consideration when calculating if the vacate date is inside the part payment 
charge. 
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Business - Charges  
 
Add a Charge screen has been simplified: 
 
This screen has been re-designed to a simpler format compared to previous versions.  
Functionality remains the same in the way a charge is added, however buttons such as adding 
in the Revenue code have been moved to the left hand side of the screen.  The Debtors button 
has been removed and is automatically defaulted and selected in the program as this chart code 
never changes. 
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Add a Recurring Charge screen has been simplified: 
 
This screen has been re-designed to a simpler format compared to previous versions.  
Functionality remains the same in the way a recurring charge is added, however buttons such 
as adding in the Revenue code have been moved to the left hand side of the screen.  The 
Debtors button has been removed and is automatically defaulted and selected in the program 
as this chart code never changes.  
 
The system will now enter the Starting Day of Each Month, this has been done for those of you 
that have Rent due on the 28-31st of the month. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Recurring Charges – Create ? Days before From optio n: 
 
When a Recurring Charge is now added to a Res. Managed Tenancy or Com. Managed 
Tenancy business type, the Create ? Days before From option will now default to different a 
different number of days depending on the Rent Period chosen, these defaults are: 
 

·  Weekly  - 14 Days 
·  Fortnightly - 21 Days 
·  Monthly - 31 Days 
·  Quarterly - 45 Days 
·  Half-Yearly - 45 Days 
·  Yearly  - 45 Days 

 
 
Note:  When your RP Office is upgraded, all of your existing recurring charges for both Res. 
Managed Tenancy and Com. Managed Tenancy businesses will be altered automatically to the 
above. 
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Do Not Pay Charge When Performing Upload from Bank:  
 
This new checkbox has been added to the recurring charge screen. If ticked, when you upload a 
file from your bank, it will ignore any charges created from this recurring charge. 
 
Charges – Can archive or recall Charges on Owner St atements: 
 
If you find charges that have previously appeared on an owner statement are still showing on a 
statement, you can now archive these charges manually.  You can either archive a zero charge 
so it does not appear on an owner statement anymore, or recall a zero charge so it can re-
appear on an owner’s statement.  Again, if the charge has never appeared on a statement, you 
cannot use this function. 
 
To archive a charge that has already appeared on an Owner’s Statement, complete the 
following steps: 
 
Step 1. Click on the Charge  button on the Business screen.   

This will display the Charges screen. 
 

Step 2. Click on the Summary  Tab. 
 

Step 3. Right click on the charge  you wish to either Archive or Recall.  Select the Archive Zero 
Due Charge option.  A message will appear asking to you to either to confirm Archive (if 
Archiving a charge) or Recall (if Recalling a charge). 
 

Step 4. Click Yes or No – whichever is applicable. 
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Charges – Debtor Notice Email Attachments: 
 
If you are emailing your Debtor Notices / Tax Invoices, you can now attach additional Email 
Attachment Files from your network, ie. Copies of Invoices etc. 
 
To attach an Email Attachment Files for when sending out Debtor Notices / Tax Invoices, 
complete the following steps: 
 
Step 1. Click the Business Charge screen,  

 
Step 2. Click on the Debtor Notice eMail Attachments tab. 

 
Step 3. Click on the Attachment 01 button and navigate through your network to where you have 

your saved file. 
 

Step 4. Click on the Open button and you will return to the Business Charge screen with the 
network path of where the attachment is stored. 

 
 
 
 
 
 
 
 
 
 
 
 
Note:  If you wish to remove the file attachment, click on the relevant Remove Attachment 
button on the right hand side of the screen. 
 
Businesses – Auto prompt to now provide Property In formation: 
 
If you are on any type of business that will have a property relation linked to it using the Property 
Type of either Apartment, Flat, Unit, House, Townhouse or if it is blank, you will be asked to 
provide/enter in the number of Bedrooms, Bathrooms, Car Spaces and Property Type (if blank) 
if not previously completed as now these are becoming mandatory fields for these Business 
types, eg. Res. For Sale, Res. Managed Tenancy. 
 
The following screen will appear if you find these fields have not been completed: 
 
 
 
 
 
 
 
 
Fill in each field applicable and then click on the Save button, you will return to the Business 
screen.  If you do not wish to complete any of these fields, then click on the Cancel button. 
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Add a New Business                           
 
The process for adding a new Res. Managed Tenancy business has now been simplified.  
Attaching/creating the Account relation is now automatically generated for you, as well as 
individual procedures for each relation completed in the Business Wizard are provided also.   
 

Step 1. Click on the Business Icon. 
 

Step 2. Look for the business called Res Managed Tenancy and click Select . 
 

Step 3. The Business Wizard Hierarchy will appear.  
 

Step 4. Click on Next. 
 

Step 5. This will highlight Property click on Add. 
 

Step 6. Enter the first 3 letters of the Street Address. 
 

Step 7. Click on Find . 
(i)If the address is there click on select .  
(ii)If the address is there but the number is different click on the Copy As  button and 
enter Street Number and confirm all relevant details. 
(iii)If the address is not there click on New and fill in all relevant details. 
 

Step 8. Click on Next . 
 

Step 9. This will highlight the Landlord. 
 

Step 10. Click on Add. 
 

Step 11. Enter in the first 3 letters of the Landlord’s surname or company name. 
 

Step 12. Click on Find . 
 

Step 13. If the landlord is there, click on select . If not select New. 
Remember to enter all details for the Landlord e.g.: contact details & address. 
 

Step 14. Click on Next. 
 

Step 15. This will highlight Tenant click on Add. 
 

Step 16. Enter the first 3 letters of the Tenant surname or Company name. 
 

Step 17. Click on Find . 
 

Step 18. If the tenant is there click on select . If not select New and fill in all relevant details. 
 
(i)If you have more than 1 Tenant select Add. Enter the next tenant details. 
 

Step 19. Click on Next. 
 

Step 20. This will highlight Manager, click on Add. 
 

Step 21. Enter the first 3 letters of the Manager’s surname.  
 

Step 22. Click on Find . 
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Step 23. The Manager will display click on select.   
 

Step 24. Click on Next. 
 

Step 25. This will highlight Branch if you have 1 branch then click Next  you do not have to fill this 
in. 
 

Step 26. (i)If you have more than 1 branch click on Add. 
 

Step 27. Click on Next . 
 

Step 28. This will highlight Send Notices To this will automatically display the Tenant(s) name. 
 

Step 29. Click on Next . 
 

Step 30. This will highlight the Account click on Add . 
 

Step 31. Enter in the first 3 letters of the Landlord’s surname or Company name. 
 

Step 32. Click on Next .  
(i) If this is a new landlord that you have never had before , click on New. 
(ii) If this is an existing Landlord and he/she wants this property on the same statement , 
click on Select . 
(iii) If this is an existing Landlord and he/she wants a separate statement  for each 
property, click on New. 
 
 
 
 
 
 
 
 
 
 
 

Step 33. Click on Next . 
 

Step 34. This will highlight the Body Corporate Manager (also known as Owners Corporation or Strata Manager). 
 

Step 35. Click on Add. (Only continue if this is required, otherwise select Save). 
 

Step 36. Enter the first 3 letters of the Body Corporate Manager. 
 

Step 37. Click on Find . 
 

Step 38. If the Body Corporate Manager is there, click on select .  
If not select New. 
Remember to enter all details for the Body Corporate e.g.: contact details & address. 
 

Step 39. Click on Save from the Business Wizard Window. 
 
 
 
 

The only Account Type you will be able to 
select is Residential Management Account and 
is automatically highlighted for you.   
 
All you need to do is make sure you have the 
selected the correct Trust Account and then 
click on the Select button.  This will 
automatically return you to the Business 
Wizard screen with the Landlords name 
displayed under the Account relation.  You no 
longer need to assign the Owner and Payee of 
the Account; this is automatically completed by 
RP Office. 
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Adding a New Res. Managed Tenancy – Charges & Fees Simplified: 
 
Once you have added in a new Res. Managed Tenancy Business and entered the required 
Dates, ie. Lease Start, Expiry etc. and completed the relevant fields on this screen you want to 
record information for, click on the Save button.  This will now automatically display a new 
screen called Add New Lease Rental Details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To complete this screen, complete the following steps: 
 
Step 1. Enter in the Rental Amount . 

 
Step 2. Enter in the Period . 

 
Step 3. If you adjust your rents to a Common Due Date , change the From and To Date of the 

Rental Adjustment Calculator and Click on Add Rent Commencing Adjustment 
 

Step 4. Check / Change the Starting From Date  of the Recurring Charge Setup. 
 

Step 5. Select your Calculation for your Letting Fee , this will alter your Letting Fee amount at 
the bottom of the screen. (Excluding GST Amount). 
 

Step 6. Enter in the Advertising Amount , if required (Including GST Amount). 
 

Step 7. Click on Save. 
 
 

If you have Common Due Dates, change the 
Rent Adjustment Calculator from & to date. 
Click on Add Rent Commencing Adjustment. 
 
 Change the starting Recurring From Date to 
the Common Due date 

This part of your screen 
will be setup as part of 
your Activation 
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Res. Managed Tenancy – Pocket PC Inspection: 
 
The Pocket PC Module of RP Office has now been re-written to partner and work with ADL 
Software Forms for Residential Property Management.  You will need to subscribe to ADL 
Software and RP Office Pocket PC Inspection Module. Pocket PC will simply upload and 
download your inspections to a hand held device that is managed and supported by ADL 
Software.  Once the information is downloaded, RP Office stores the Condition Report against 
the Inspection Task and in the Business Stored Files option. 
 
If you do subscribe to ADL Software, but do have the Pocket PC Module, when you click the 
Pocket PC Inspection button, the screen will change to the Inspection Tasks using ADL 
Software screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can then double click on the completed inspection entry and print a copy of the Condition 
Report which is a PDF stored in RP Office. 
 
If you are still using the older version of Pocket PC in Macpro Office Manager, the Pocket PC 
Inspection List screen has not altered and functionality remains the same. 
 
Note:   This feature does not replace the previous Pocket PC Module in earlier versions of 
Macpro Office Manager, users still have the choice of using this module if preferred, however it 
is limited to only working on Pocket PC’s prior to 2003. 
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Businesses – Res. Management Lost  
 
Internet Upload Button: 
 
An Internet Upload button has been added to the Res. Management Lost business screen.  This 
is for clients who have Properties for Lease currently on the Internet and they lose the 
Management whilst advertising the property on the Internet.  This button can be used to remove 
the Res. For Lease Businesses from the Internet.  Normally properties are only removed 
automatically if they are Leased. 
 
Note:   This button is only enabled for Clients subscribing to the Internet Upload module. 
 
Accounts  
 
Transaction Fees: 
 
On the Transaction Fees tab when you edit a Sub Account, you now have the ability to Alter  a 
Commission Rate without having to click on the Edit button. 
  
You can also add in a New Commission Percentage/Rate  from this screen.   
Highlight the Commission Rate transaction fee you wish to alter, or if adding in a new Rate, 
save the Rate and Name then use the Alter Percentage button to change your rate to your new 
rate. 
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Account Payees – Percentage: 
 
On the Account Payees screen you can now enter up to three decimal places on the percentage 
option if you have multiple payees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Landlord Statements: 
 

·  GST on Statement Fee is now shown as a separate line on Landlord Statements; 
previously this was grouped with other GST items using the same Chart of Account 
code. 

 
·  Rent Increase Message on Owner Statements has been changed to read as: 

 
Rent Increases on dd/mm/yyyy to $ 000.00 
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Creditor Accounts  
 
G.S.T. Exempt Checkbox option: 
 
A new option called G.S.T. Exempt has been added to Creditor Accounts.  This option allows for 
the provision of Creditors who are exempt from charging G.S.T., ie. Councils and Water Utilities, 
to be marked as Exempt and therefore, when adding invoices or manual payments using these 
creditors, will not pop up a G.S.T. calculation screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contractor Risk Details: 
 
A new option called Contractor Risk Details has been added to Creditor Accounts.  This option 
allows you to enter the Insurer Details and the Renewal Date. 
 
 
 
 
 
 
 
 
 
You can print a report from Report Writer under Accounts Creditors, between the Renewal Date. 
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Receipting and Banking  (F7)  
 
The Receipts icon has been changed.. The Find by Business Relation has been removed. 
There is no Next Button. 
 
Business Transaction Receipt - Proceed to Payment M ethod 
 
This button will appear if there is a Receipt Message. It has replaced the Next Button. 
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Business Transaction Receipt – Payment Method Tab: 
 
This screen now combines part of the Payment Method Tab, Charges Tab & Save Tab on the 
one screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

These options below that used to appear on the 
Save Tab when completing a Business Transaction 
Receipt have now been moved to the Payment 
Method tab.  No functions have been removed, as 
you will see you can still alter the Receipt Date and 
Clearance Date, the Receipt Detail and you are still 
required to enter who the receipt is being taken by 
(this is now highlighted in aqua so it is easily 
identified). 

These options below that used to appear on the 
Charges Tab when completing a Business 
Transaction Receipt have now been moved to the 
Payment Method tab.  The GST Apportion button 
has now been incorporated into the Pay All button 
and another button Pay by Due Date has been 
added if you wish to pay charges in due date order, 
otherwise all other functions remain the same. 

The Payment Method options still 
remain, tab or click in the required 
field needed, e.g. if payment is 
received by Direct Deposit into your 
Trust/Bank Account, then click in the 
Direct Deposit field.  The Paying 
column is now highlighted Aqua 
Blue to stand out to Users. 
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Account Receipt: 
 
If the Account Receipt option is selected, the difference you will now see are the Chart of 
Account Code option and Sub Account dropdown list have been moved from the Save tab to the 
Add a Receipt tab and have to be selected/assigned before proceeding to the Payment Method 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Account Receipt – Payment Method Tab: 
 
This screen now combines part of the Payment Method Tab & Save Tab on the one screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

These options below have been moved. When completing an Account Receipt, to the 
Payment Method tab.  No functions have been removed, as you will see you can still 
alter the Receipt Date and Clearance Date, the Receipt Detail and you are still 
required to enter who the receipt is being taken by (this is now highlighted in aqua so it 
is easily identified). 

Enter the amount in the required field, e.g. if payment is received by Direct Deposit 
into your Trust/Bank Account, then click in the Direct Deposit field. 
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Invoices (F5)  
 
Invoices – Ability to Add Another Invoice after Sav e 
 
When you add an invoice and save, a new message box appears asking if you would like to add 
another invoice for this creditor, this option is great to use if you are adding bulk invoices for the 
same creditor. It will keep the Expense and the Invoice Detail. 
 
 
 
 
 
 
 
 
If the Yes option is selected, all details remain on the next invoice except the Business and 
From Account and the Invoice Number and Amount. 
 
Invoices – Charging Business – Ability to Add Invoi ce Attachment File 
 
If you are emailing your Debtor Notices / Tax Invoices or Statements, you can now attach 
additional Email Attachment Files from your network, ie. Copies of Invoices etc.  These 
attachments can be added as you are adding the invoice and will be attached to the Debtor 
Notice email, if you have clicked the Charge Business checkbox on the Invoice screen. 
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Auto Payments – Upload / Download from Bank  
 
New file formats available in the Upload / Download  from Bank option: 
 
Since our last upgrade, there have been many new bank upload programs that have been 
introduced and added to RP Office.  These include: 
 

·  StrataPAY 
·  Westpac Recall File 
·  ANZ BPAY CSL File 
·  WPC 11/07 CSV File 
·  WPC 11/07 ERP File 
·  Comm BIZ CSV 
·  Westpac ERP & CSV 

 
Account Maintenance (F9)  
 
Paying / Close Accounts 
 
Step 1 Transfer Unpaid Invoices & Step 2 Pay Accoun ts Button Captions: 
 
The Step 1 & 2 button captions have been renamed to be more descriptive to their actual 
purpose to make them more user-friendly.  
 
 
 
 
 
 
 
 
 
 
 
New Statement/Remittance Runs: 
 
When you click on the New button to start a new Statement/Remittance run on the Post 
Statements Maintenance screen, once you have selected the Accounts you wish to pay and you 
click on the Run or Preview button and have confirmed to starting the run, you are now taken 
straight to the Post Statements Summary screen and the Print button on the Post Statements 
Maintenance screen is now automatically selected. 
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Preview option for Statement/Remittance Runs: 
 
When you do a Preview Statement/Remittance run now, it does not print individual statements, 
and therefore you are no longer required to go to Report Writer to print a Preview Summary 
Report.  Instead when you preview your Statement Run now, after it has finished closing each 
account and returns to the Post Statements Maintenance screen, there is a new button called 
Print Preview Report.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once this button is selected, the following screen will appear, highlight the report and print. 
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Bank Reconciliation  
 
Ability to Reprint Banking Deposit Slip & Banking S ummary Report: 
 
A new Deposit Slip button on the Deposits tab of the Bank Reconciliation has been added.  This 
allows you to reprint the Banking Deposit Slip and the Banking Summary Report in the case 
where a user has posted receipts in error before printing the deposit slip required to take to the 
bank. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Print Bank Statement Report: 
 
A new Bank Statement button has been added to the Bank Reconciliation screen.  This allows 
you to print a copy of your RP Office Bank Statement/Reconciliation you have just balanced to.  
This can be printed and filed with your bank statements from your banking institution every time 
you do a Bank Reconciliation.  This report also prints the Page Number you have just balanced 
to. 
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Ability to Stop Payment on Cheques: 
 
A new button called Stop Payment / Lost Cheque has been added on the Cheques tab of the 
Bank Reconciliation screen.  This allows you to highlight a cheque that may have been lost or 
written incorrectly and cancel it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If this option is selected, the following message will appear: 
 
 
 
 
 
 
 
 
 
 
 
Click on the Yes button if you wish to proceed. 
 
Note:   The entry must be a Brought Forward entry from a previous end of month rollover, must 
not be presented and not from a Data Conversion. 
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End of Month Rollover 
 
New Confirmation Message End of Month is complete: 
 
Once End of Month Step 3 has been completed, a confirmation dialogue box now appears 
confirming that Step 3 – Print After EOM Reports has finished.  Click on the OK button and 
make sure you view your beginning of month reports (BOM) in the End of Month Reports tab in 
Account Maintenance before removing the tick from the EOM in Progress checkbox on the 
Banking Details tab of the Account Maintenance screen. 
 
 
 
 
 
 
 
 
 
 
Sales Ledger Entries – Archive: 
 
End of Month Rollover will only archive ledger entries on a Sales Account if no Active 
Businesses are attached to this account (excluding History Business Types). 
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Debtor Notices (F4)  
 
Ability to Exclude Businesses 
 
Once you have selected all of the Businesses you wish to print Debtor Notices for, you now 
have the option to exclude individual Businesses. 
 
To exclude, simply double click on the Business and you will see the N in the Exclude column 
on the Grid change to a Y (note – the exclude column is a new column that has been added). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ability to Include Paid Charges Between Due Dates: 
 
This new option has been added.  If selected charges only with a due date that falls between 
the date range selected will appear on the Debtor Notice/Tax Invoice. 
 
Mark Charges as Brought Forward After Print: 
 
This new option has been added and defaults to automatically being ticked on.  If this option is 
not ticked, it allows you to do a preview debtor notice run and does not affect any of the charges 
printed on the next debtor notice as they are not marked as Brought Forward. 
 
Save as PDF in Stored Files after Print: 
 
If selected, this option will save your Debtor Notices/Tax Invoices as a PDF in the Stored Files 
option of the Business you are printing for.  This can then be retrieved later and printed in the 
instance where a Tenant/Member may lose their invoice copy and needs a new one. 
 
 

Ability to Select All Tenants 
by No of Days in Arrears 
This new option has been added if 
you only want tenants between 10 – 
14 Days in arrears to print. 
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Financial Reports (F10)  
 
Ability to Invoice Financial Statement Fee: 
 
A new option has been added where you can invoice your owners you are printing Financial 
Statements for.  Once you have selected the relevant Owners, click on the Invoice button on the 
right hand side of the Financial Statement screen.  This will display the Invoice Landlord for 
EOY screen. 
 
Ensure the correct chart codes have been selected and then enter the Amount excluding G.S.T.   
Click on the Save button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:   If you do not have a Financial Statement Fee chart code, you can copy your Statement 
Fee Chart Code from the Chart of Account screen. 
 
 
Receipts and Expenditure Statement: 
 
When printing your Receipts and Expenditure Statement report for your owners, RP Office will 
not stop the report from printing anymore if there is no mailing address.  The report will simply 
print just with your Owners Name and no address on the report.  Previous versions would 
automatically exclude the report from printing. 
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Chart of Accounts  
 
Ability to Hide Chart of Accounts 
 
A New Filter option has been added on the Expense and Revenue Chart of Account Code 
options.  There is now a Hide Button.  If selected, this will hide the chart code you have selected 
and will not appear on the Chart of Account screen when retrieving/allocating a Chart of 
Account code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ability to Bring back Hidden Chart of Accounts 
 
A tick box has been added if a chart of Account Code has been hidden by Accident 
  
Step 1. Press F9  

 
Step 2. Click on Utilities.  

 
Step 3. Select the Account Type e.g. Expense or Revenue. 

 
Step 4. Highlight the Chart of Account. 

 
Step 5. Click on Edit. 

 
Step 6. Untick Hide from Selection checkbox option. 

 
Step 7. Click on Save. 
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Pocket PC Icon on Toolbar  
 
 
 
 
 
The Pocket PC icon on the Toolbar of RP Office is used for the Residential Management 
Inspections for the Pocket PC Module.  If you subscribe to the ADL Software Forms, a new 
button called Send ADL Pocket PC will appear at the bottom of the Send To/Receive From 
Pocket PC Form screen to send your Inspections you have gathered in RP Office through to the 
ADL Software Forms.  
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Once you have clicked on the Send ADL Pocket PC button, the following screen will appear: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:   This feature does not replace the previous Pocket PC Module in earlier versions of 
Macpro Office Manager, users still have the choice of using this module if preferred, however it 
is limited to only working on Pocket PC’s prior to 2003.  If using the previous Pocket PC Module, 
the Send To / Receive From Pocket PC Form screen functionality remains the same. 
 
 
Merge Fields  
 
New Merge Fields  
 
<<TASK DATE LONG>> - This merge field will now display the date in a long format,  
e.g. 24th August, 2008 instead of 24/08/2008. 
 
 
<<TODAYSDATE>> - This merge field stays as the date that the letter was originally actioned. 
 
The top of all letters should now be replaced with this merge field and archived as they save in 
the Stored Files of the business. 
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Report Writer  
 
New Report Writer Desktop Icon 
 
The existing icon when opening Report Writer has now changed.  All new clients are 
automatically installed with this icon on their desktop:  
 
 
 
However, existing users will need to alter their own desktop icon.  This can be done anytime 
after your upgrade has been completed. 
 
Step 1. To update your existing Report Writer desktop icon, complete the following steps: 
 
Step 2. Right Click on the Report Writer icon and select the Properties option.  This will display 

the Report Writer Properties screen. 
 

Step 3. Click on the Change Icon button.  This will display the Change Icon screen. 
 

Step 4. Highlight the new Report Writer icon and click OK. 
 

Step 5. Once you return to the Report Writer Properties screen, click on the Apply button then 
the OK button.  Your icon has now been changed. 

 
 
 
New Login Screen Layout 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above screen display will now appear when logging into Report Writer.  The way you login 
has not changed, you are still required to enter your User Name and Password if you have not 
auto logged in when opening up your RP Office program.  You can click or hit enter on the Login 
button to login to the program.  If you wish to cancel logging into Report Writer, then click on the 
Cancel button. 
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Statistics  
 
There are 4 Pages of Graphs for Property Management. To access your comprehensive 
Statistics: 
 
Step 1. Click on Help 

 
Step 2. Click on Statistics 

 
Step 3. Click on Calculate. 

 
Step 4. Double Click to Print Graph. 
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RP Office On Line Help  
 
 
This facility give you access to our comprehensive On Line Help Fact Sheets. 
 
To Access this Facility: 
 

 
Step 1. Click on the            icon. 

 
Step 2. Enter in your details. 

 
Step 3. Click on Open RP Assist Website. 

 
Step 4. The system will open the Web Browser. 

 
Step 5. Type in what you need help with e.g.: Receipts. 

 
Step 6. Click on Search. 

 
Step 7. The Website will give you the top responsesa number of headings. 

 
Step 8. The Web will allow you to look at the help file in full screen or Print 

 
Step 9. You can also Register to request a support call, or keep up to date with alerts or special 

offers. 
 
 
 
 
 
 
 
 
 
 
 


