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Learn how to view your lease and license contract
details, as well as update your contact listing
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Introduction

%&LM Overview of Simplicity® Tenant Portal

What is Simplicity® Tenant Portal?

Simplicity Tenant Portal is a self-service portal for tenant
to view their contract details, download their billing Capftaland
related documents and notices, submit renovation -

permits and requests.

It also enables tenant to manage their own user
accounts and access to the portal.
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Functions of Simplicity® Tenant Portal
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lease and license Find out how ccounts and

ur monthly bills and

Learn to retrieve the various documents and

contract def grant the rel inact portant notice. application forms published by us.
account of password.
vendor or staff.
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*Please note that the accessible functions are dependent on the role access granted to you. Please check with the
Tenant User Administrator within your company for more info.
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In this guide, we focus on Contract Details

The Contract Details module enables tenant to:
* View lease and license contract details

* Create new contact

» Update and delete contact
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C/L‘ap talond Objectives

From this guide, we should be able to:

01 View contract details

02 Create a new contact

03 Update or delete a contact
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1. How to view contract details?
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Contract Details

Contract Details

: - Contract Details

- - View Contract Details

V - :

Tenant Portal Contract Details
® External Links > tat
Contract Details module allows user to I I . B I o Elaar
. . . 8 Contract Details o

view the lease and license contract details, oot -

" '\‘Search\

as well as update the contact(s).

Customer User

Enter keyword to search for
the specific contract

R Ticket

Note: Only user with Tenant User
Administrator, Tenant Finace User and &
Tenant Tenacy User role have access to
this function

Lease/License/Utility

Renovation Permit > Contract Number

% Adhoc Utility Request TA2310000156

# Adhoc Utility Cancellation
< How to view contract details?
1. Navigate to ‘Contract Details’ on the
left panel

& E-Form

]

Bills and Notices

2. Enter the keyword at the Search Bar
to retrieve specific contract

3. Click ‘Search’ to show the matching
Contract(s)

june.ong@test.com

ered by Anacle Systems Limited

Contract ) Start End
Location(s)

Type Date Date
All Locations > CL Building > CL 31-Mar

Lease - )
Building > Level 1 > #01-01 2026

1 item(s) total

Terms
Status
(months)

Active

0 10 / page
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Contract Details

v - Contract Details
W — . .
- - View Contract Details
V - -
Contract Details
N ) -
< Howto YIeW contract details? . = & Clear
4, Click € next to the desired
contract to view the contract details Show Advanced Search
Lease/License/Utility Contract . Start End Terms &
Contract Number Type Location(s) Date Date (months) tatus
e - All Locations > CL Building > CL 01-Apr- 31-Mar —
/ * BB DL cense Building > Level 1 > #01-01 2023 2026 e

I

Click the ‘View’ button to display
the contract

1 item(s) total o 10 / page
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. Contract Details
v - Contract Details
W — . .
- - View Contract Details
v - ¢  Contract Details
< How to view contract details? Nurmber TA2311000163 o«
5. Scroll down the page on screen to Vv
view the contract details covering: Details Giro Account History SN
lease dates (i.e., lease possession Lease Dates
date, lease commencement and Lease Possession Date 20-Mar-2023
expiry dates), rental schedule, Aecount s Active e o "
lease term spaces and customer . .
) uilding uilding Commencement
contact defined for the contract Date O1-Apr-z023
Lease Term
Space Type Retail (Months) 0
Usage Type Food & Beverages Expiry Date 31-Mar-2026
Brand BPXYZ Termination Date
;4..:.‘:&:‘5 hop BPXYZ Termination Type
Rental Schedule
Period Period . NLA GrossRent  Gross Rent e Advertising & Service Charge -
Units Retail (PSM . .
From To (sam) (PM) (PSM PM) PM) Promotion (PSM PM) Retail (PSM PM)
01-Apr- 31-Mar-
#01-0 1,000.00 13,500.00 3.50 12.00 0.40 1.10

2023 2026
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v - Contract Details
V) — . .
- - View Contract Details
v - € Contract Details
How to view contract details? Numser TA231 1000763 o>
5. Scroll down the page on screen to
view the contract details covering: s Giro Account History N~
lease dates (i.e., lease possession Lease Term Spaces
date, lease commencement and Lease ) » )
. Location Building Commencement Date Expiry Date
expiry dates), rental schedule, unt S Active
| t d t All Locations > CL Building > CL Building > Level 1 > #01-01 CL Building 01 Apr 2023 31 Mar 2026
ease term _spaces and customer e R
contact defined for the contract 1 tem(s) total o 10/ page
Space Type Retail
Customer Contact
Usage Type Food & Beverages
Brand BPXYZ
Prefered/Shop BPXYZ
Mame Is Default? Salutation Name Designation Mobile Email Description
June Ong 8111888 june.ong@test.com
1 item(s) total ° 10/ page

Contract Details
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Contract Details

: - Contract Details
- - View Contract Details
o -

¢  Contract Details

< How to view contract details?

6. Navigate to GIRO Account History Nirber TA2310000156
tab to view the GIRO account
details
Details Giro Account History
GIRO Account Swift Bic Bank Account Giro Bank Account Giro Effective Giro Terminate
Bank Status
Number Code Name Number Date Date
~ DBS Bank 2023-04-
#00000030 DBSSSGSOXXX BPXYZ LIMITED 1002222 Active
Ltd 01T00:00:00

1 item(s) total ‘ 10/ page
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Contract Details

v - Contract Details
 —
o - - Create New Contact
v - Tenant Poral Contract Details '
@ External Links > t - tract ¢ . " + o
Contract Details module allows user to m « Clear
) . . B Contract Details
view the lease and license contract details, I
as well as update the contact(s). # Customer User SO .
Click pencil icon to edit the
. ) ® Ticket desired contract
Note: Only user with Tenant User ease/License/Utility BOtract || onie) Start  End Terms S
Administrator, Tenant Finace User and # eneton e M""“‘ Humber e Daty.  'Dus month)
Tenant Tenacy User ro'e have access to & hdbice it Request / ® TA2310000156 {ense All Lon'atwoLns > CL Building > CL Building > 01 A)pr 3 Ii/“m Aitive
th|s function e A Level 1 > #01-01 2023 2026
% Adhoc Utility Cancellation All Locations > CL Building > CL Building > —
A2310000157 Lease Level 3 > 03-01, All Locations > CL " J0eh Active
%  Howt t tact? s Thestonnors ’ b s 2023 2026 v
¢ OW 1O Create a new contactx & E-Form Building > CL Building > Level 3 > 03-02

1. Navigate to ‘Contract Details’ on the
left panel

Bills and Notices 2 item(s) total 0 10 / page

]

2. Click Z nexttothe desired
contract to update the contact listing
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Contract Details

: - Contract Details
o - - Create New Contact
o -

K3

< How to create a new contact?
3. Scroll down to ‘Customer Contact’
section

4. Click ‘+ Create New’ to create a
new contact

Contract Details

Tenant Portal

@ Help

B Contract Details

A Ticket

@ Survey Response

2 Renovation Permit >
# Adhoc Utility Request

# Adhoc Utility Cancellation
&,

& E-Form

@ Bills and Notices

june.ong@test.com =

Powered by Anac tems Limited

¢ | Contract

Details

Lease Term Spaces

Location

Building
All Locations > CL Building > CL Building > Level 3 > 03-01 CL Building
All Locations > CL Building > CL Building > Level 3 » 03-02 CL Building

Y

Customer Contact

1

1 item(s) total o 10/ page
Commencement Date Expiry Date
11 Feb 2023 10 Feb 2026

11 Feb 2023 10 Feb 2026

Scroll down to ‘Customer Contact’ section
and click ‘+ Create New’ to add a new
contact

2 item(s) total o

10/ page

+ Create New

elete Selected

Z X

Is Default? Salutation Name Designation Mobile

June Ong 81118888

Phone Fax Email Description

june.ong@test.com

1 item(s) total ° 10 / page
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Contract Details

: - Contract Details
o - - Create New Contact
V — :
ESL‘{:"{‘I Billing Tick to select the applicable type of contact for
s ‘I : the new contact you are adding. You can select
efault Contract . q
< How to create a new contact? Contact mosa thep 1 Re. iapRIoRiale.
5. Enter the details and complete the Salutation t o Ms.
mandatory info required (marked
with *). First Name : Celine
¢ First Name Last Name H R (]
* Last Name
Name : Celine Xu
6. Tick to select the app"cable type of Designation Finance Accountant
contacts:
« Default Billing Contact Mobile : 98709322
» Default Contract Contact Pi
hone
7. Click ‘Update’ to add the contact or Fax : Click ‘Update’ to add the
‘Update and New’ to add the contact or ‘Update and New’

Email : celine.xu@test.com

to add the contact and enter
new ones.

contact and enter new ones

Description

Is Agent? H l/
Update and New Cancel
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o —-— Contract Details Contract Details Click “Save t_Jutton to complete the
- contact creation process 4
o - - Create New Contact —
V) — ¢  Contract Details Sqve
+ Create New X Delete Selected
< How to create a new contact?
8. At ‘s Default field , tick the desired f= Salutation Name Designation Mobile Phone Fax Email Description
contact person as the default —
contact. System allows only 1 7 X O‘: 81118888 june.ong@test.com
.
default contact for each contract. ?
o o . ok “Save’ bution & v Mr :T”h ;/::::;E:Q TeaM 96008333 65788213 joseph.lau@test.com
. nce done, click “Save’ button to
complete the contact creation 7 X Mr f’;“"" - 89876532 david lau@test.com
process
# X Ms. Celine  Finange 98709322 celine.xu@test.com
Xu Accountant

4 item(s) total ° 10 / page
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Contract Details

v - Contract Details

V-

- - Update or Delete

V — Contact Tenant Portal :

enankrona Contract Details
@ External Links > at is t tract ntract t term: tat
Contract Details module allows user to m & Clear
. . . B Contract Details
view the lease and license contract details, I e ’ I
as well as update the contact(s). # Customer User _— -
Click pencil icon to edit the
) . ® Ticket desired contract
Note: Only user with Tenant User %ase/License/UtiTity Wernct . | e Start  End Terms o
Administrator, Tenant Finace User and & Renovation Permit > Contractumber Tipe oate. Dme - (monthe)
Tenant Tenacy User role have access to " 2 7 ® ASSTOBIOTEE = All Locations > CL Building > CL Building > 01-Apr-  31-Mar- Aitia
this function % Adhoc Utility Re A2310000156 2 S s =L - G
% Adhoc Utility Cancellation All Locations > CL Building > CL Building ik T
& Howt dat tact? 7 ®© TA2310000157 Lease Level 3 > 03-01, All Locations > CL m'z;" O)E’ Aetiva
' Ow 1O update a contactr & E-Form Building > CL Building > Level 3 > 03-02
1. Navigate to ‘Contract Details’ on the
left panel @ Bil Notices 2 item(s) total 0 10 / page

2. Click ¢ nextto the desired
contract to update the contact listing

june.ong@test.com

Powered by Anacle Systems Limited
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Contract Details

: - Contract Details
- - Update or Delete
o — Contact

< How to update a contact?
3. Scroll down to ‘Customer Contact’
section

4. Click 7 next to the desired
contact to update

5. Edit the changes required to the
contact

6. Click ‘Update’ to complete the
contact update

7. Once done, click ‘Save’ to complete

Contract Details

¢ Contract Details

Customer Contact

+ Create New X Delete Selected

Is

Defaults Salutation Name Designation
efault?

June

Ong

Joseph Marketing Tear

g Lau Manager
David Facilities

¥4 Mr
Lau Manager

Click pencil icon to edit the contact

Save

Joseph Lau

Click ‘Update’ to update
the contact
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Contract Details

Contract Details
— - Update or Delete

— Contact ¢ | Contract Details
Finally, click ‘Save’

button to finish the
< How to delete a contact? process

1. To delete a contact, tick the
contact(s) to be deleted

AR S R

Click ‘X Delete Selected’ button to
delete the selected item, can be

L s Customer Contact multiple
2. Click * X Delete Selected’ button to
delete the selected contact
+ Create New X Delete Selectdht
3. Click ‘OK’ to confirm the deletion a
L] Defaule Salutation Name Designation Mobile Phone Fax Email Description
4.  Once done, click “Save’ button to June
complete the deletion Vi X 6ng 81118888 june.ong@test.com
Vi % Mr. Joseph Marketing 98098333 £57ad
Lau Manager
David Facilities ~
g X il Lau Manager 257022 Are you sure you want to delete the selected record(s)?

Celine Finance
X Ms. 98709322
z Xu Accountant : Cancel

Ztem(s) total v 107 page
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Self-Assessment Checklist

%&Lm Check In!

From this guide, we were able to:

01 View contract details

02 Create a new contact

03 Update or delete a contact




2

or
contact our friendly support at tenantportal.helpdesk@capitaland.com Q

CapjtaLand

If you need further assistance, please

access our Simplicity Tenant Portal Info Centre

26


https://capitalandprd.simplicity.anacle.com/tenantportalguide/
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