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Conventions Used in this Workbook

Throughout this manual, various symbols or terms are used to indicate a type of feature
or the actions required:

Note: General points of note, additional information or
references to other material.

Caution: Comments preceded by this text are important. The
action you take may affect your document or process.

Tip: To advise you of quick techniques and shortcuts.
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New Workbook: Quick Start

1. Open the Rental Workbook file sent to you in Excel and ensure macros are
enabled.

2. Accept the disclaimer and youdll see the
Property. The Demo Property provides a good example of the type of data that
can be entered on each page.

3. Move between pages using the buttons or the Quick Links dropdown box.

4. The Rental Workbook stores up to 20 properties in one file. The Demo Property is
in property slot 1.

5. In Excel 2007, the Rental Workbook menu is on the Add-ins tab; in all other
ver si ons, i t-ldand carrter of tlheescreero p | e f t

6. Enter data for your first property by going to Rental Workbook > Property >
New. Repeat for any other properties you have.

7. Enter datain cells coloured LIGHT GREEN only i all other cells are locked to
ensure the programdés integrity.

8. Switch between properties via Rental Workbook > Property > Select or use the
Properties dropdown box on the Property Details page.

9. Print a property &®entaf Workbook >nPfrimt » Fudl Repartn v i a

10. For help or support, use the menu options, read this manual or visit
www.excelaustralia.com.au/support.php

11. Renew your subscription every 12 months from your date of purchase.
12. Major upgrades released in July each year (FREE for all current subscribers).

The sections below explain each of these steps and every aspect of the Rental Workbook
in more detail.
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RentaWorkbook Tips & Tricks

Hints & tips to make your life easier and turn you into a Rental Workbook star!

1 Check the Error Summary on the Annual Tax Summary page to see if there are any
errors or alerts anywhere in your Workbook.

1 CIickthe@but ton to get helpful information and
viewing.

9 If you have 2 bills for the same expense category in a month, enter these as
=57.83+92.50 in the cell rather than 150.33 Use comments to help you remember

what these were. Rental Workbook > Edit > Comment

1T Create your own expense categories by clickin
Expense pages.

9 Hover your mouse over the little red triangles to get help and examples.
1 Edit the information in any data entry cell by pressing F2.
1 Search the FREE Knowledgebase at any time for answers to previously asked

guestions. Often, someone else has already asked the question you have so you can
get an answer immediately. http://www.excelaustralia.com.au/forum/

I f you have a handy ti p-malusatri ck youdd I|ike to
support@excelaustralia.com.auand we o1 | i nclude it in the next
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Opening the Rental Vikbook

The following steps describe how best to load the Rental Workbook onto your computer.

I f

1.

2.

you have any questions, pl ease
or visit our Knowledgebase at http://www.excelaustralia.com.au/forum

Open Microsoft Excel.

Check your version of Excel by going to Help > About
a. For Excel XP /2002 /2003 go to step 3
b. For Excel 2007 go to step 6

Follow the menu path: Tools > Macro > Security
Ensure that the Security Level tab is displayed.

Select Medium from the security options and then click OK.

r il

Security @ E|

Trusted Publishers

) Wery High. Orly macros installed in trusted locations will be allowed
torun, All okher signed and unsigned macros are disabled,

) High. ©nlky signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled,

%) Medium. You can choose whether or nok to run potentially unsafe
macros,

) Low (nok recommended). You are not protected From potentially
unsafe macros, Use this sekting only if you have virus scanning
software installed, or vou have checked the safety of all dacuments
wou opern,

Wirus scannet(s) installed,

[ 04 l [ Cancel

5. Close Excel and then start again from step 1.

Caution: USER LICENCE

The user licence is a very important legal agreement

between the software creators and yourself.

Please read carefully before agreeing to the terms and

¥ ExcelAustralia
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conditions.

By installing or otherwise using this Rental Workbook, you
agree to be bound by the terms of the licence agreement.

If you do not agree to the terms of the licence agreement,
do not install or use the Rental Workbook software;
however, you may return it for a refund.

6. For Excel 2007. When you first open Rental Workbook, you should see a security
warning.

9 Click on the Options button i a Security Alert i Macro window will display.

 Select Enable this content.

1 Click OK.
D) 2= C ; Rental Workook »601 UPGRADE JCompatiitty Mode « Mitrozaft Esce
)
L)
Home frsent Page Layount Formule Dot Reniew Wiew
3% IS -
# Cut Anal Martow *10 *iAYS BRI
— 44 Copy
aat i = B B 24 Meroe - - |2
"3'— 7 tomat o B J U a8 &= EE &k s 5 J
ChoD oA . Font Ahyrment Nunde ay
W Seturity Waming Mauor nave been Gabled plions. O

2%
@ Security Alert - Macro

Macro
Mooz have been deabled, Maoos mght contan vylis
not enable Fas content unless you trust the sourcglB

nge It s not able to d t this content came from a
trustworthy source, You should leave §ifis content desabled unless the
content provides ‘and you trust its source,

O MHeb protect me Som unknown content (recommended)
‘ 2 }-@ Lrable s content

N s ,u... Y S N o ““4\“__“‘, At e P A ~_ ‘,:.__., AR

P
¥
NAAAA A A AL S Ay b ey

ToAccessthe Rental Workbook ToollbaExcel 2007

1 Select Add-Ins from the ribbon menu.
2 Choose Rental Workbook.

3 Select Save As.
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rQ? \ [= B iz Rental Workbook va.01 UPGRADE [Compatibility Mode] - Microsoft Excel '
. Home Insert Page Layout Formulas Data Review View Add-Ins O ’
Rental Warkbook '; 2 I
Property 3 -
o » Y
Edit » :
Print » LD E E G H ] I}l (0] (
Wiew 3 Control Panel —————————
Save [Ctrl+5) Print Page | /
Sgve As.. Quick Lirkst | Line of Credit I
Utilities ]
—| Online Help... ;’
Exit... Properties )
[
2.
ORI e S S i R N e YT Y

Accept the default name that is applied. For example: "Rental Workbook 2007516.xIs"
A message will appear informing you that the Rental Workbook has been saved with the
default name.

4 Click OK to continue.

Saveas Complete il x|

. 2y

\\l f) File saved as G:\Excel\Rental Workbook 2007516, xls f
— {4 1

AL "’\._,.""'\ % R . . A-.r""‘-'“ P no st */

5 To confirm that everything is as it should be, close the Rental Workbook and then
open your newly saved copy. Ensure that the new file name appears in the Title
Bar.

6 A security warning message will appear as before; select Options and Enable
this content.

7 Click OK.
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@iental Workbook 2007516 [Compatibility Mode] - Microsoft Excel
8

[

& Page Layout Formulas Data Review lew

Home Insert
# Cut Arial Narrow ¥ 100~ |A~ A'| |§ = E”&-l =1 Wrap Text General -Eljftj
54 Copy o =
Pafte J Format Painter |B 4T ” k| R | == E” || £ Merge & Center - |||-$ i o ” %B.5%| F(:o‘:\r,r:j:'tt:ﬂwgal
Clipboard P Font [ Alignment ] Number

Options...

G Security Warning Macros have been disabled.

4
Microsoft Office Security Options i
@ Security Alert - Macro /
Macros have been disabled. Macros might contain viruses or other security hazards. Do >
not enable this content unless you trust the source of this file. N
Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this ¢ disabled unless the
content provides critical functionality and you trust its source.
More information
File Path: ~ G:\Excel\Rental Workbook 2007516.xIs j
me from unknown content (recommended) }
<
\5
Open the Trust Center oK Cancel I {
% P

o APt g W P B F e Pttt PN it BN il

To ensure that the Rental Workbook continues to work correctly, ONLY use the Rental Workbook
Menu. This is available from the Add-Ins tab on the Excel ribbon.

If you are intending to send your Rental Workbook to other users (such as your Accountant or us)

for review, please ensure you 6Save Asbd6 an E:

View

Save (Ctri=5)
Save As...
Utities

Qnline Help...,

Exn...

L R .,_.""\ .
.” N & LN e N
-~
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1 oo s,
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Customised Rental Workbook Menu

You will notice that all the standard Excel menus and toolbars have been temporarily
removed from your system.

The Rental Workbook uses a customised menu, which contains only the functions
required to operate this application. This is to ensure that both your data and the integrity
of the Rental Workbook do not become compromised.

When you close the Rental Workbook, all your menus and toolbars will be restored.

Getting Around

There are a number of different ways to move around the workbook and quickly access
different parts of the application.

Use the customised Rental Workbook menu bar, found at the top left of your screen (each
menu option is discussed in detail below).

Use the four green buttons

[ i<rise JI << mac I wext>> JI[ - vost>1 ]

A

proceed to the first page of the workbook

e << Back proceed to the previous page

.. Next >>

proceed to the next page

1011

.. Last >
A - l proceed to the last page of the workbook
A visit our online Knowledgebase for the current page
Conkral Panel
Print Page
Tip: An alternative is to use the Quick Links drop QuickLinks:  Travel Diary _ ] s
down menu provided on the top right of each page, Ef“pert*" Details
. . enkal Income
simply select the relevant sheet you require and then Agent Expenses
H A A Owner Expenses
click AGoo. Fepairs & Mainkenance
Trawvel Diary

Cther Trawvel Diary
Capital Allowance

Laan Summary 1

Loan Surmmary 2

Loan Surnmary 3

Line of Credit

Split Loan Sumnmary
annual Tax Summary
Annual Tax Summary Al

© Excel Australia Rental Workbook Overview
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Available options ithe Rental Workbook menu:

Menu Option Explanation

Property

Save Save the current property data. If the property already exists, a message box
will appear to confirm overwriting of the existing data.

New Clear data from all light green inputcellss o you can enter
details.

Delete Delete the selected property.

Clear Clear the contents of all light green shaded input cells on the current sheet.

This

Sheet

Clear All | Clear the contents of all light green shaded input cells for the current

Data property.

Select Allows you to go to another property.

Go

Next Go to the next page.

Back Go to the previous page.

First Go to the first page.

Last Go to the last page.
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Edit

Undo Reverse the last action.

Redo Redo the last action.

Paste Paste from clipboard into selected cells.

Comment Add a comment to the selected cell in the Owner and Agent Expenses
pages.

Print

This Page Print the current page.

Full Report Print a cover page, all data input pages and the Annual Tax Summary
page.

Rental Receipt | Print a Rental Receipt from the Rental Income page.

View

Zoom Allows the viewable size of the page to be set.

About Provides information about the current version (e.g.v8.00) of the
Rental Workbook, together with a brief overview of the application.

Disclaimer View the Disclaimer page.

© Excel Australia Rental Workbook Overview '
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Splashscreen Shows the current splashscreen and relevant company details.

Welcome to The Rental Workbook i m-a

A
I

FOm
AW

o T veas: 2003200 KExcelAustraIia

P O Box 251, Wembley, WA, 6913
www.excelaustralia.com.au
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Configuration Allows you to show or hide the various sheets in the Rental Workbook
[~ ol
The Rental Workbook Configuration Form E|
Rental Workbool Configuration
Please select the Forms that wou wish to view, while using the Renkal workbook 111
Rental Income: [w
Agent Expenses: [w*
Owner Expenses: [w*
Repairs & Maintenance: [w*
Travel Diary: [w
Other Travel Diary: [w
Capital Allowance: [w
Loan Surmmary 1: [w*
Loan Surmmary 2 [w*
Loan Surmmmaty 3 [w*
Line of Credit; [w
Split Loan Summaty: [w
Mote: The Property Details, Annual Tax Summary and Annual Tax
Summary All worksheets are displayed automatically.
(04 Cancel
Save Saves the current workbook.
Save As Saves the workbook with a different filename. This is very useful for

creating regular backup copies.

© Excel Australia
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Utilities

Rollover to New Tax | Clears out all transaction data which relates to a particular
Year financial year across all properties. Gets the Workbook ready for
a new tax year.

Renew Software Follow the steps to Renew your Rental Workbook when you are
Licence prompted by the system.
rThe Rental Workbook Renewal Form Er

Rental workbook Renewal

Fill out vour details below then click Mezxt' to complete vour renewal and continue using the Rental Workbook,
‘ou can then review vour details and choose bo process your renewal on aur secure servers,

Salutation: Mr hd

First Mame: *

Surname: *

Address Ling 2: *

|
|
Address Line 1: * |
|
|

State: *

Postcode: *

Daytime Phone: *

After Hours Phone:

Mobile Phone:

E-mail: *

Mo, of Propetties:
I was referred to ,7

Excel Australia by;

Preferred Payment Type: i Credit Card
" Direct Debit

Delivery Method: E-mail (free) :I'

* Required Field

TexE. .. | Reset | Cancel |

Online Help Support page on our website. (Requires Internet connection)

Search Knowledge | Searchable knowledge base of questions asked by other Rental
Base Workbook users on our website. (Requires Internet connection)

Tutorials Online demonstrations on how to use each page in the Rental
Workbook. (Requires Internet connection).

Exit Save and Exit the Rental Workbook.

Y

Vo
© Excel Australia Rental Workbook Overview
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Data Input

Please follow these guidelines regarding entering data in the Rental Workbook:

Data Type

Notes

Income and
Expense data

Enter as positive numeric values only i the Rental Workbook calculates the
correct result from these numbers. E.g. For expenses type 20 and not -20

Dates Enter in accordance with your Windows date format. This will be usually be
dd/mm/yyyy eg 30/06/2006
General Only enter data into light green coloured cells T as shown here. All other

cells in the workbook are protected.
Date Paid Start Date

]

These cells do not necessarily need to carry data and can therefore remain
blank if they are not relevant to your property.

A warning will appear if attempting input into any non-light green shaded cell.

Notes section

Personalised information about your property may be entered in the Notes
sections, found at the bottom of each of the Data Input sheets, as well as the
Annual Tax Summary sheet.

Comments

When you hover over cells marked with a red triangle

you will see a short message giving you help explaining about the detail(s)
required in that cell or section; similar to this example:

Property Details

Tax Year:
'," Year: | 20The Tax ¥ear wour income and receipts relate to,

The kax vear runs from 1 July bo 30 June each vear.
| Select the relevant kax wear from the dropdown lisk,

Cut, Copy,
Paste

Please DO NOT use these functions inside the Rental Workbook as this can
cause errors.

If you have corrupted your workbook you may be prompted to download a
RESTORE patch from our website. If problems persist, sendus a 6 Zi
copy of your Rental Workbook to us for repair:
support@excelaustralia.com.au

Incorrect Data

If incorrect information is detected, you will see an alert displayed near the
offending cell. When you correct your entry, the message will disappear.

© Excel Australia
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Property Details
Actual property address

Rental period details

Purchase details

Capital Growth and Equity Projections

Tip: Visit the Knowledgebase:
http://www.excelaustralia.com.au/forum/viewtopic.php?t=53

Property Detalls - Demo Property {(2008)
e
=)
Retreve Data I
-4 (=)
Chastes 1-J4-2007 31 -Dc-2007 M
James Grietiehs $-Lan- 2008 0 Apr- 2000
Tanga Welts 1-Mary- 2008 30 Jun- 2001 [
1|
I<]
Field What to enter
Settlement Costs Include your settlement agent's fees here. Both

Settlement costs and Lawyers costs go through to
the "Cost of Initial Equity" on the Annual Tax
Summary sheet.

Miscellaneous start-up costs such as Inquiry Fees,
Adjustment of Rates, Postage, Bank Cheque Fees,
Orders and Requisitions, Clause 42 Certificate
should also be entered as Settlement costs.

© Excel Australia Rental Workbook Overview
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Selecting a property
If you have more than one property, you can switch between them at any time.

You can go to another property by following the menu path: Rental Workbook >
Property > Select and then choose the property you require.

]| Microsoft Excel - Rental Workbook v7.00 RC1.xls

E._] Rental Waorkbook
| Property 3 Save
Go 4 Mew,,.
Edit k Delete. ..
I Print k Clear This Sheet...
View 4 Clear All Data...
Save (Ctrl+3) Select > | Property 1 - Demo Property
Save As.., i
Propert
Urilities » A ¢
ayside St
Orline Help. ..
Search Knowledgebase. ..
Tukorials Edwards S0.0%
- cwands 50.0%
Exit...
ABN:
1 - -

© Excel Australia Rental Workbook Overview
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Rental Income
Enter Rent Received and other Receipts into this section.

Knowledgebase: http://www.excelaustralia.com.au/forum/viewtopic.php?t=54

Rental income - Demo Property (2008)

2 Few 2o V- digy 2o 25 2 2908 | § 120000 1§ % SO A J r

0wl et ncome ' - I«

The Rental Workbook automatically calculatese a ¢ h  mo n t éntdfrem thegdntal | r
receipts entered.

Using the Rental Receipts, the Payment Amount and Frequency the Rental Workbook
then also estimates an approximate surplus/ arr ¢

Note that the Surplus/Arrears figure is just an approximate estimate and may not
represent the true position i particularly if the rental amount has changed during the year.

Frequency: ¥ ||eq Mieekly, Fortnight
WEEKLY
A FORTNIGHTLY
Surplusifurears: | MONTHLY e 150000
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Printing Receipts

1. Select the receiptto print (by clickihgon any of t he)theedickthgpt 6 s det
Print Receipt button.

2. The Rental Workbook will verify the receipt you wish to print. Click Yes to
continue.

3. To Preview the receipt before printing, select Yes, otherwise select No to print the
receipt right away.

1

Control Panel

Print Page I
Quick Links: | E] 2]

Add Rows | Delete Rows | Print Receipt
y

Printing Rental Receipt

©

\? / Are you sure you would like ko print the receipt '01238-4" ?

2 Yes Mo Cancel l

e AN, A

Example receipt shown:

Rerital Receipt .
If you registered for GST,
b Swere: the Rental Receipt will be a
e e Tax Invoice.
Feoelp tHum ber: [} Yt
Cate Fal: 2= Feb 2007
For Perlod Shrt 15~ Jare2007 =] Z8=Jare 2007
Fnt Raoslwd: $1.24000 Ll F000
Ml Retndad: -fis20
Totl Peoslwd F122400
Frosl ved From: o Gt
Honatm:
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Agent Expenses

Expenses paid by your Real Estate Agent on your behalf and fees charged by your
Agent.

All entries should be entered as GST inclusive.

Tip: More information: http://www.excelaustralia.com.au/forum/viewtopic.php?t=55

Tip: You can add your own expense categories by clicking Add Rows

Tip: You can add comments to your data to help you remember what each number
represents via Rental Workbook > Edit > Comment
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