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Before using SiteLink Web Edition you MUST configure your facility.  You will receive from Sitelink a series of 4 codes which will be entered when you first start the program. A Corporation Code, Location Code, Username and Password. 

After you have entered the codes and start the program you will immediately go to the Company / Setup Checklist Screen

**We will get from you your settings from your existing SiteLink and transfer them to the next program.  BELOW ARE THE ITEMS YOU NEED TO ADDRESS.

Overview of the Setup Procedure

Company Information:


Input site and home office addresses.  This information is displayed on notices and reports.

Employee Information, Passwords, and Security Levels


Enter employee information, a password and specify an access level for each of your employees.

Set security level access.  For each security level, check the features you want to allow access to.  

Insurance, Accounting, Bank Accounts:


Adjust the days before rent is due to ensure invoicing is performed when needed.


If insurance will be used, choose the Company and enter the Project ID issued from Sitelink.


Setup what accounting system you are using.  If doing a General Journal export, choose the correct system


Setup a bank account and if using security deposits with a trust account, setup both accounts here.

Unit Setup:

Check required information fields (unit nos., sizes, etc.) for missing information or incorrect information.  Make sure there are no missing units.  IF YOU FIND A DISPROPORTIONATE NUMBER OF ERRORS, STOP.  Call tech support. 
Add/Edit Tenants:

Check fields (names, area codes, addresses, GATE ACCESS CODES, etc.) for missing information.  Correct as needed.  IF YOU FIND A DISPROPORTIONATE NUMBER OF ERRORS, STOP.  Call tech support.

Batch Put Tenants in Units:

          Correct errors you found by going through the Rent Roll

          Add any missing tenants to the correct units.

   Check the following on the Batch Put Tenants in Units screen:

1st unpaid rent

Other balance

Prepaid: enter amounts for each month a customer prepaid IF you like to track pre-paid monies on SiteLink reports.  Otherwise, SiteLink will strictly work with the paid-through date. 

Credit balance: SiteLink does not carry over credits or partial pre-paid amounts; enter them where applicable.

Edit Charges and Payments:

              If the account is wrong (from the checks above), then you can fix from this screen.

              If an account is incorrect, it is better to delete it rather than to make many adjustments.  Deleting accounts does not remove      

              tenants or units from the system.  It merely reverses the move-in and allows you to start over for the account.

Edit Tenant Fees:


Click on each fee in the Prepare Tenant List.


Verify each person would be getting the correct amount fee if it was applied to the account

Edit Tenant Settings:


Make sure each setting is correct for every tenant

Gate Controller:


Setup later after starting Sitelink Web Edition once all accounts have been verified.

**DO NOT MAKE A DAILY CLOSE UNTIL ALL INFORMATION HAS BEEN CHECKED!  ONCE A DAILY CLOSE IS MADE, IT IS IMPOSSIBLE TO EDIT CHARGES AND PAYMENTS OR DELETE ACCOUNTS.

