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PURPOSE
The purpose of this document is to review the features associated with the Tenant Portal.
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Accessing the Tenant Portal
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The Tenant Portal allows real time access to lease information via the internet. You can review and
edit contact information, create and manage services requests, view your ledger, give notice, and
review documents shared by the owner/property management company.

Login Again &

Email Address

Passworil

Eorgot your password?

Don't have an Account?
Signing up is easy, fast and
SECUME.

An email will be sent to you from your
management team. The email will include log-in
instructions. If a your forget your password, the
Forgot your password? link can be used to have a
new password emailed. You will need to enter
your First and Last name and your email address
to generate a new password.

Propertyware Tenant Portal

Forgot Password

Request a hew password

First Name I| |
Last Name I| |
Email I| |
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Navigating the Tenant Portal

The Tenant Portal is set up with four main navigation tabs across the top of every page. You can
move between these tabs by clicking the tab title. The tab you are currently displaying will change to

white.

DocLments 1

e My Account - Provides an overview of your profile including contact information, open
service requests and conversations.

e My Rentals - Provides lease details for rentals.

¢ Maintenance - Provides a chronological listing of all maintenance requests regardless of

status.
¢ Documents - Provides links to shared building, lease and other documents.

There is also additional navigation links located in the upper right hand corner of the Tenant Portal.

Home | Help | Logout

e Home - directs you to the management teams homepage.

e Help - directs you to the help pages for the Tenant Portal. The help pages can be used to
locate instructions on how/why to perform certain tasks in the Tenant Portal.

e Logout - Closes the session in the portal. Clicking Logout at the end of every session will
help to maintain the security of your account.

Propertyware Tenant Portal 3/2/10
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My Account

The My Account tab allows you to perform the following tasks:

My Account My Rentals Maintenance Diocurments

1. Action buttons: Make Payment, New Service Request, and Auto Payment. Make Payment
and Auto Payment will only be available if the management team has opted to offer
electronic payments.

2. Community Message: This message will not always appear. These will appear when the

management team posts a new message.

My Contact Information: View and edit contact information.

My Rentals: Provides a snapshot of your lease information.

My Open Service Requests: Review, cancel and edit existing service requests.

Conversations: Converse with your management team.

oV AW

Welcome Mrs. Allis@est

@

Community Message
The management office will be closed this Friday. If you have an emergency, please dial 415-555-1212.

3
éy Rentals

Address Unit Last Payment Date Deposit Held Total Unpaid Balance Action

40 Cervantes Blvd Unit 1 Unit 1 12A16/2009 $2,000.00 $6,225.00 EERE R I - Choose - B0
My Contact Information wiew Detsil Edit My Open Service Requests View All
Hame:Bhane (415) 5559940 SR# Date Created Action

Work Phone {4159) 885-9550 3 12/14/2008 T
Mobile Phone {419) B45-3289

6 il a.westigd pw. com

C'.O'I'IVEI'SJTi'DI"IS Newr Corversation

Mrs. Allison West Work trder =i
12;“1-4;’09 T90°37 PM It looks like the ants are coming from the storage shed 1 Comment(s)

outside,

Making a One Time Payment

If electronic payments have been activated by the management team, you can click the Make
Payment button to initiate a one- time payment. The first time you attempt to make an electronic
payment, you will need to set up your payment information. The Tenant Portal can be set to accept

Propertyware Tenant Portal 3/2/10
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Automatic Checking (ACH or E-Check) payments and/or credit card payments. This will depend upon

how the management team has set up the electronic payment options for the lease.

Step

Action/Screen

From the My
Account or My
Rentals tab, click the
Make Payment
button.

Welcome Mrs. Allison West

If this is the first time you are attempting an electronic payment, an error will

display advising you to setup a payment account.

pe

.
-

&

|

You must correct the following errors:

® ‘You must setup a pavment account befare making a pavment

Depending on the
options available,
you may need to
select which type of
payment they want
to use: E-Check or

Payment Method

Note: You can store both credit card and E-Check information. The selected

selected, you will
need to complete all
fields. You can
choose to enter
either your driver’s
license information
or your social
security for
verification
purposes.

@5 E-Thack O m== Credit Csrd

Please eater your bank accourt information exacty as t
zppears on your check. ACH payments submitied without
sccurste routirg and accourt numbers will be not be
processed and subject to a ton-sJffizient funds fee.

Bank Name |
Account Type |"Chccl<ing 2

Routing
Number
BAccount
Mumber

GOOCOE7EALIE WOk

Friding kumber

Social in
Security # L

2iL57ag.

A-erund Mumbar - Check homaer

0OR

Drivers I
Llcense #

Drivers
License

State/Province

Credit Card. radio button determines which payment method the system will use as the
default payment method.
If E-Check is Payment Method Billing Information

[ 5ame as Cantact
Dilling |
Address L
Address 2 |
City |
Stata/Frovince I
Zip/Postal | T
Code L
Billing Email |j

Propertyware Tenant Portal
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Important: The system will verify that the routing number is an active

routing number. You should double-check the account number to make sure
you entered the correct information. Failure to enter the correct information

could result in a returned check.

If Credit Card is
selected, you will

Payment Method Billing Information

2on E-Check [ == Credit Card O Same as Contact
Billing |

redirected to the My
Rentals tab >Make
Payment screen.
Enter the payment
amount and click the
Next button.

need to complete all || card | Address
. Number Address 2
of the fields. Card i — & :
Verification | — v I L
State/Province
(Eiart_l ¢ | 1 - January (2008 | ) I
xpiration |- A - — Zip/Postal
Code L
Billing Email ||
Click the Save
button. @1 i
=
You will be

My Rentals > Make a Payment

Payment Amount
Rental

Balance

§6 225.00
Amount :
Convenience Fee

A conven ence fee of will he added toyour payment.

Paymant Account

Payment Method E-Check Confirm payment
Bank Name Bank Of America 4 account
Account Type Checking

Please take into consideratior that the sattlement of your payment will take 3 <0 4 business deys. To avod a non-sufficient
funis fee, please be sure that your bank account has the sufficient funds to cover your paymert.

Note: You should also note the conveneince fee associated with ePayment

and confirm the payment account.

The transaction may take 1-4 business days depending on the transaction
type. If the you have already set up your ePayment accounts, clicking the
Make Payment button will direct you to the Make Payment screen.

Propertyware Tenant Portal
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You will need to Please Confirm Your Payment

confirm the payment

. Fayment Confirmation
amount and click the

Rental 40 Cervantes Blvd Unit 1 - Active
Confirm button to Amount §5.225.00

Convenience Fee $3.00 Confi

m Payment

process the Total Amount $6,228.00 Amount
payment. Confirm Payment Amount |

Payment Account

Payment Method E-Check

Bank Name Bank Of America

Account Number HAHASET

Please take into consideration that the settlerment of your payment will take 3 to 4 business days. To avoid a non-sufficient
funds fee, please be sure that your bank account has the sufficient funds to cover your payment.

/!\ Click Confirm Only Once!

G

Note: To change the payment amount, click the Previous button.

Important: To prevent duplicate billing, be sure to click the Confirm button
only once.

Setting up Auto Payments
Auto Payments allow you to set up an automatic monthly debit from your credit card or checking

account. You can choose a start date for the recurring payment and cancel the auto-payment at any
time.

Step Action/Screen
From the My
Account tab, v
click the Make e i - p — @
Payment
button.

Click the
Schedule Auto My Rentals > Auto Payments

Payment s Auto Pa @
button.

Welcome Mrs. Allison West

Propertyware Tenant Portal 3/2/10
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Complete all
required fields.

Rental

Amount

Stan Date
End Date
Irequency
Pay Day

Dascription

My Rentals > Auto Payments > Naw

Bute Payment Infermation

| [4C Corvancoa Biv Urit 1_ctive ]

(353070
AcrInvenience fee of §3.0C wll 28 acded 10vaur pavment.
| BRI

TF {Leave blank to continue untl Lease termination
I_:fﬂJlll'llY =

[ ]

Plzase take into consideraticn taat the scttlcment of your poymeoat wil telo 3 124 business cays. To svoid a non suficicrt
funds fze, please be zurz that your bank account has the sufficient funds to cover your 2ayment.

Note: The convenience fee will be displayed under the Amount field.

Confirm the
total amount
to be paid
each month
and click the
Save button.

Rental

Amount
Convenience Fee
Total Amount

Conflrm Total Amount

Please Confirm Your Auto Payment

Confirm Auto Payment

40 Cervantes Blvd Unit 1 - Active
$E00.00
$3.00

$603.00
[t

v

Please take into consideration that the settlement of your pavment will 1ake 3 to 4 business Jays. To avoid a non-sufficient
funds fee, please bz sure that your bank account has the suficient funds to cover your paymant.

You will be
directed to the
My Rentals tab
> Auto
Payments
screen,
confirming the
payment has
been set for
recurring.

Auto Payments

Amount Fee
$600.00 $3.00

My Rentals > Auto Payments

Erequency Start Date End Date
Monthly 05012010

Pay Day Action

1

Deleting Auto Payments
You can choose to delete your auto-payments at any time.

| Step

‘ Action/Screen

Propertyware Tenant Portal

3/2/10
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From the My Rentals
or My Account tab,
click the Auto
Payments button.

My Rentals

{7

Click Delete from the
Action dropdown.

My Rentals > Auto Payments

Auto Payments

Amount Fee Frequency Start Date
$B00.00 $3.00 Monthly 05012010

LCnd Date

Pay Day

1

Action

Note: Payments can be deleted by selecting the View Detail option from
the Action dropdown and clicking the Delete button on the Details screen.

Click OK on the
confirmation window.

The page at hitps:/fwww. propertyware.com ... E|

6 Are vou sure wou wank ko delete this guko Pavment?

| oK J\i[ Cancel

Editing Auto Payments
You can edit your auto-payments at any time.

Step

Action/Screen

From the My Rentals
or My Account tab,
click the Auto
Payments button.

My Rentals

Click Edit from the
Action dropdown.

My Rentals > Auto Payments

Auto Paymants

Amount Fee Frequency Start Date Lnd Date
$E00.00 $3.00 Faonthly 05401/2010

e, Mowcrcd By

I § | Propertyware

Fay Day
1

Action

Propertyware Tenant Portal
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Edit the details.

My Rentals > Auto Payments > Naw

Aute Payment Information

Rental [4C Corranos Blvd Urit 1_Active %]
Amaount [3630.00
Acanvenlence fee of $3.00 wil Je acded 0vIur pavment.
Start Date [zrenmn [
End Date 2[ (Leave blank to continue until Lease termination)
lrequency ru1Jnl|I\r b
Pay Day v_:
Description

Plzase take into consideraticn taat the scttlcment of your peymeat wil tole 3 ta 4 busitess cays. To cvoid a non suficiert
funds fze, please be sura that your bank account has the cufficient funds to cover your 2ayment.

Confirm the total

amount to be paid
each month and click
the Save button.

Please Confirm Your Auto Payment

Confirm Auto Payment

Rental 40 Cervantes Blvd Unit 1 - Active
Amount $E00.00

Convenience Fee $3.00

Total Amount $603.00

Conflrm Total Amount 'ﬁ,‘auj_uu

Please take into consideration that the settlement of your pavment will 1ake 3 to 4 business Jays. To avoid a non-sufficient

funds fee, please bz sure that your bank account has the suficient funds to cover your paymant.

v

Creating a New Service Request

Creating a service request

is an easy way to inform the management team that maintenance is

required. You can use this feature to report a maintenance request, choose a time for the repairs,
and attach any documents that may be relevant to the process.

Step

Action/Screen

From the My Account tab,
click the New Service
Request button.

Welcome Tommy Bahama

My Contact Information v el gt My Opﬁervice Requests Fewr Al
Home Chone SR# Date Creatad Neticn
Wik Phone

2052 v
Mokile Fhone i el
Fmail jnh_keitle=iZyahne ran-
Conversations R Linnvaszaton

wo Lorwersstions

Note: You will be directed to the Maintenance tab to complete the

Propertyware Tenant Portal

3/2/10
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request.
Fillin all the relevant fields. || service Request Information
Preferred time to enter Building/Unit [23 Presidio Lane ¥/
and Description are Specific Location '
required fields. Description

L Eel|
Preferred Time to Enter & Anytime ] ) ) o - ]
O Preferred Date: | CE| Time: [1 s |00 | |AM ¥

Attach Document Choose File | Mo file chosen

e Specific location — apartment/office number.

e Description - Describe the issue.

e Preferred time to enter — Defaults to Anytime. You can also
select a specific date and time.

e Attach Document - Allows you to browse your computer for
relevant files.

Click the Save button.

P

The management company will be notified via email that a service
request has been saved.

Important

If a required field is left blank, an error message will display. You will need to correct the
errors and click Save again.

/i\: You must correct the following errors:
= FPreferred Time to Enter is required
& Description is required

Review, Cancel and Edit Existing Service Requests
You will be able to view all of your requests in the My Account tab. Links to review, cancel and edit
the existing service requests will also be available. The My Open Service Requests portion of the My

Propertyware Tenant Portal 3/2/10
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Account tab will display the SR # (service request number), the date the request was created and

provides an “Action” dropdown you can review, edit or cancel the transaction.

My Open Service Requests
SR & Date Created Action
1 02152010

e Al

The View Detail action will direct you to the
Maintenance tab so you can review the specifics of
the service request.

The Edit action will direct you to the Maintenance tab and allow you to edit all of the fields in the

request.

Page | 11

Maintenance = SRE1

Sarvice Request Cetail
Status

Description

Spacific Locaticn ln Unit
Prefarrad Time to Enter
Dara Creatad

Start Late

Completed Nate
Managed By
Documents

[ TR b

Comments
Mo Ceornrents

Jpzn

Wy sk is eaking
Apt 7

027207070 7 :00 Akt
MAE20°0

Sab kranager

Maintenance = Edit SR# 2

servica Request Information

Sh# Z

Building/Unit 23 Presidio Lanz ¥ |
Speciflc Locatlon I

Description lsink is lcaking

@ Anvtime
) Preferrac Diate: |

Choose File | Mafile chozen

Preferred Time to Enter

Attach Document

ETime: [1 v-_: oo~ [am v

|

The Cancel action will direct you to the Maintenance tab and cancel the request.

Propertyware Tenant Portal
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Viewing Contact Information

You can view your contact information directly from the My

Account tab.

The Portal displays home, work and mobile phones as well

as the email address that is on file.

You can view all of your contact information by clicking the

View Detail link.

My Contact Information @
Home Phone a55-1212

Work Phone o05-1212

Mobile Phone 0051212

Email tommy.bahama@pw.com

Pr pertyware

Welcome Tommy Bahama

My Contact Information

Wiew Detail Edit

The following information is displayed:

e Firstname

e Last name

e Email

e Company

e Address

e Home Phone
e Work Phone
e Mobile Phone

Editing Contact Information

Home Phone 5551212
Work Phone 555-1212
Mobile Phone 5551212
Email tormmy. bahama@pw. com

Home > View Contact Info

Contact Infermation

First Name Torrirmy

Last Name Sahama

LCmail tominy. Lahana@ pe.cons

Coampany

Address 23 Fresidio Lane

Address 2

City =an Francisco

State/Province A

Zip/Postal Code Q94089

Country JEA

Heme Phone SEE-1212

Work Phane 585-1212

Moblle Phone 555-1212

You can edit all of your contact information, including the password, from the My Account tab.

Step Action/Screen

From the My
Account tab,
click the Edit
link.

Home Phone
Work Phone
Mobile Phone
Email

My Contact Information

Vievy Detsil |Edit |
BEE-1212

5551212

BEE-1212

tommy. bahama@@ pw.com

Propertyware Tenant Portal

3/2/10
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Update the Home > Edit Contact
relevant fields.

Edit Contact Information

First Name Tammy

Last Name Bahama

Email tammy.bahamai@pw. com
Company L

Address |23 Presidio Lane

Address 2 [

City | [San Francisco ]
State/Province I |CA
Zip/Postal Code IdeDBB |
Country [Usa
Home Phone 5551212
Work Phone 5851212
Mobile Phone 555-1212 ]

Note: The name cannot be changed. The email address can be changed but not
from this view.

Click the Save

button. 3 @:

Propertyware Tenant Portal 3/2/10
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Editing Email Address and Password
You can edit the email address associated with your lease and the password associated with the
Tenant Portal from the My Account tab.

Pr

pertyware

and Password
button.

Step Action/Screen
Click the View My Contact Information [ri=w petai eai
Detail link. Home Phone 5551212
Work Phone 555-1212
Mobile Phone 5551212
Email tormrmy. bahama@pw. corm
Click the
Change Email Home > View Contact Info

Update the
Email Address

and Password.

Email and Password

Email
Current Password
Mew Password

Confirm New Passworid

f_tnmmy.hahama@pw.cnm

Note: The current password will automatically be entered in the appropriate field.

Click the Save
button.

O

Propertyware Tenant Portal
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Conversing with the Management Team
Conversations can be initiated by you or by your Management Team. All conversations will be
displayed at the bottom of the My Accounts tab.

Conversations Hewr Conversation

Tommy Bahama Rent

34110 4:5:42 P Hi, WWanted to make sure you got my rent check. 1 Commntis)

Both you and the management team will be notified via email if the other has initiated a
conversation. Conversations can be used to ask basic questions that fall outside the scope of a
maintenance request. It provides you an easy way to converse with your management team.

Starting New Conversations
Both you and your management team can start a new conversation. You can start a conversation
form the My Accounts tab.

Step Action/Screen
Click the New
Conversation link LA e CD”VEFS@

Complete all relevant Lease > New Conversation
fields.

Edit Comment

Lease | 123 Presidio Lane - Active v
Subject I A

Description

The lease will automatically display. If the tenant has more than one lease,
they can select the lease in question from the dropdown.

Propertyware Tenant Portal 3/2/10
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Click the Save

button. @;

Continuing Existing Conversations

All existing conversations will appear in the Conversations section of the My Accounts tab. Each time
a comment is added, the recipient will be notified via email. From the Tenant Portal, you view how
many comments are on the Conversation.

Conversations Newv Conversation
John Kettles Rent
311410 4:14:20 Pi Hi Tammy, We did receive your rent. Please let me know if | 2 Comment(s)

you have any additional questions. Mark

Clicking the [Subject] link will launch the list of comments for review.

Conversations Hewr Conwersation

John Kettles : ’ . ;
341710 4-14-20 PM Hi Tammy, YWe did receive your rent. Please let me know if 2 Comment(s)

you have any additional guestions. Mark

The comments will be listed in chronological order, starting with the original comment on top.

Conversation: Rent

Comments

Tommy Bahama Hi, | just wanted to make sure you received my March rent. Thanks,

IAAN0 3:14:20 PM TRy
John Kettles Hi Tommy, We did receive your rent. Please let me know if you have
2140 41698 PM any additional questions. Mark

Clicking the New Comment button allows you to reply or add additional details.

Propertyware Tenant Portal 3/2/10
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My Rentals

The My Rentals tab allows you to review the details of your lease(s). Each lease will be displayed
with the following details:

e Address

e Unit (if applicable)
e lLast Payment Date
e Deposit Held

e Total Unpaid

e Balance

e Action dropdown

Py ACCoLnt My Rentals Mairtenance Documents

My Rentals

My Rentals

Address Unit Last Payment Date Deposit Held Toral Unpaid Balance Action

23 Presidio Lane - 02227010 $1,500.00 $750.00 $750.00 |

If the management team has enabled ePayments, you can also manage ePayments from the My
Rentals tab.

Wy ACcount My Rentals Maintenance Docurments
My Rentals
Payment Account | Auto Payments
My Rentals
Address Unit Last Payment Date Deposit Held Total Unpaid Balance
40 Cervantes Blvd Unit 1 Unit 1 1241652009 $2,000.00 ¥ 225,00 36 ,225.00

Propertyware Tenant Portal 3/2/10
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Making a One Time Payment

If electronic payments have been activated by the management team, you can click the Make
Payment button to initiate a one- time payment. The first time you attempt to make an electronic
payment, you will need to set up your payment information. The Tenant Portal can be set to accept
Automatic Checking (ACH) payments and/or credit card payments. This will depend upon how the
management team has set up the electronic payment options for your lease.

Step Action/Screen
From the My Rentals

Welcome Mrs. Allison West
or My Account tab,

e

click the Make . @
Payment button.

If this is the first time you are attempting an electronic payment, an error will
display advising you to setup a payment account.

r !‘x\ You must correct the following errors:

® ‘You must setup a pavment account befare making a pavment

Depending on the

options available,
you may need to ® Zen E-Check O s Credit Card

Payment Method

select which type of

payment you want
to use: E-Check or Note: You can store both credit card and E-Check information. The selected

Credit Card. radio button determines which payment method the system will use as the

default payment method.

Propertyware Tenant Portal 3/2/10
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If E-Check is
selected, you will
need to complete all
fields. You can
choose to enter
either your driver’s

Fayment Method

@ oo E-Thack O === Cradit Csrd

Please eater your bank accourt information exacty as t
zppears on your check. ACH payments submitied without
sccurste routirg and accourt numbers will be not be
processed and subject to a ton-sJffizient funds fee.

Bank Name | i

Account Type  [[ Chocking ]

Billing Infermation

[ 5ame as Cantact
Dilling | -
Address S =
Address 2
City
Stata/Province | |

I
[
Zip/Postal | T
I

va

Coda
. . . Routi S :
license information Number | Billing Email
or your social e
security for ZOOCOE?EHLE  V2IL37AGe 4004
Veri'ﬁcation Rruding Minber  S=nround Mombar - Chieck humagr
Social T
purposes. Security # |
0OR
Drivers I
License #
Drivers
License |
State/Province
Important: The system will verify that the routing number is an active
routing number. You should double-check the account number to make sure
you have entered the correct information. Failure to enter the correct
information could result in a returned check.
If Credit Card is Payment Method Billing Information
selected, you will OS5 E-Check {5 mmm Credit Card O Same as Contact
’ Billing |
need to complete all | | card | Address
. Number Address 2 ]
of the fields. Card i | — & :
Verification | ——— ™7 ty I L
: x State/Provi
(E::{'lr)(ilmtion | 1 -January (]| 2008 (v .a.e IO\"“C&I_
A Zip/Postal
Code |
Billing Email ||
Click the Save
button.

Propertyware Tenant Portal
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You will be
redirected to the My
Rentals tab >Make
Payment screen.
Enter the payment
amount and click the
Next button.

My Rentals > Make a Payment

Payment Amount

Rental éfiD Cervantes Blvd Unit 1 - Active ‘f:
Balance $6 22500
Amount f |
Convenience Fee Aconven ence fee of will he added toyour payment.

Paymant Account

Payment Method E-Check Confirm payment
Bank Name Bank Of America account
Account Type Checking

Please take into consideratior that the sattlement of your payment will take 3 <0 4 business deys. To avod a non-sufficient
funis fee, please be sure that your bank account has the sufficient funds to cover your paymert.

Note: You should also note the conveneince fee associated with ePayments
and confirm the payment account.

The transaction may take 1-4 business days depending on the transaction
type. If you have already set up your ePayment accounts, clicking the Make
Payment button will direct you to the Make Payment screen.

You will need to
confirm the payment
amount and click the
Confirm button to
process the
payment.

Please Confirm Your Payment

Payment Confirmation

Rental 40 Cervantes Blvd Unit 1 - Active

Amount §6.225.00

Convenience Fee $3.00 Confirm Payment
Total Amount $6,228.00 Amount
Confirm Payment Amount |

Payment Account

Payment Method E-Check

Bank Name Bank Of America

Account Number HAHASET

Please take into consideration that the settlerment of your payment will take 3 to 4 business days. To avoid a non-sufficient

funds fee, please be sure that your bank account has the sufficient funds to cover your payment.

/!\ Click Confirm Only Once!

G

Note: To change the payment amount, click the Previous button.

Important: To prevent duplicate billing, be sure to click Confirm only once.

Propertyware Tenant Portal
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Setting up Auto Payments

Auto Payments allow you to set up an automatic monthly debit from your credit card or checking
account. You can choose a start date for the recurring payment and cancel the auto-payment at any
time.

Step Action/Screen
From the My
Rentals tab, ‘
click the Make Withs Eavmest. : : toF @
Payment
button.

Click the
Schedule Auto My Rentals > Auto Payments

Payment ; pa d-’:j
button.

Welcome Mrs. Allison West

Complete all My Rentals > Auto Payments > Naw
required ﬁelds, Aute Payment Information
Rental | 4C Cerrames Bld Urit 1 Active |
- 5'55"30_35. e S B bl L e I
A.E:.n.ﬁ.\n.é.ﬁ.lence Tee of $3.00 wil 2e acded 10yIur pavment.
Start Dare [zrenmn [
End Date L T (Leave blank to continue until Lease termination)
lrequency MJ,,l,h, -
Pay Day I =l
Description [

Plzase take into consideraticn taat the scttlcment of your peymeat wil tole 3 ta 4 busitess cays. To cvoid a non suficiert
funds fze, please be sura that your bank account has the cufficient funds to cover your 2ayment.

Note: The convenience fee will be displayed under the Amount field.

Confirm the
total amount

Please Confirm Your Auto Payment

to be pald Confirm Auto Payment
Rental 40 Cereantes Blvd Unit 1 - Active
eaCh month Amount $500.00
and C“Ck the Convenience Fee $3.00
Total Amount $603.00
Save button. i
Conflrm Total Amount =R

Flease take into ccnsideration that the settlement of your pavment will ake 3 to 4 business Jays. To aroid a non-sufficient
funds fee, please bz sure that your bank account has the suficient funds to cover your payrmant

b
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You will be My Rentals > Auto Payments
directed to the
My Rentals tab Auto Payments
> Auto Amount Fee Frequency  Start Date Pay Day Action
$E00.00 $3.00 Manthly 05/01/2010 1 v
Payments
screen,
confirming the
payment has
been set for
recurring.
Deleting Auto Payments
You can choose to delete your auto-payments at any time.
Step Action/Screen
From the My Rentals
My Rentals

or My Account tab, s
click the Auto : @
Payments button.
Click Delete from the My Rentals > Auto Payments
Action dropdown.

Auto Fayments

Amount Fee Frequency Start Date Lnd Date Pay Day Action

$500.00 $3.00 Manthly 05012010 1 &i

Note: Payments can be deleted by selecting the View Detail option from
the Action dropdown and clicking the Delete button on the Details screen.

Click OK on the
confirmation window.

The page at hitps:/fwww. propertyware.com ... E|

g Are vou sure wou wank ko delete this guko Pavment?

| oK J\ﬁ[ Cancel

Editing Auto Payments
You can choose to edit your auto-payments at any time.

Propertyware Tenant Portal
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Step Action/Screen
From the My Rentals

My Rentals
or My Account tab,

click the Auto a ! o P @

Payments button.

Click Edit from the
Action dropdown.

My Rentals > Auto Payments

Aute Payments

Amount Fee Frequency Start Date Lod Date Fay Day Action
$E00.00 $3.00 Faonthly 05401/2010 1

2, Mowcrcd By

| Propertyware

Edit the details. My Rentals > Auto Payments > New

Aute Payment Information
Rental [4C Corranos Blvd Urit 1_Active %]
Amaount [3630.00

AcImvenlence fee of $3.00 wil Je acded 0 y2ur pasment.

Start Dare [zrenmn [

End Date 2[ (Leave blank to continue until Lease termination)
lrequency MJnuI\r -

Pay Day v_:

Description

Plzase take into consideraticn taat the scttlcment of your peymeat wil tole 3 ta 4 busitess cays. To cvoid a non suficiert
funds fze, please be sura that your bank account has the cufficient funds to cover your 2ayment.

Confirm the total
amount to be paid
each month and click

Please Confirm Your Auto Payment

Confirm Auto Payment

the Save button. Rental 40 Cervantes Blvd Unit 1 - Active
Amount $E00.00
Convenience Fee $3.00
Total Amount $603.00
Conflrm Total Amount 'ﬁ,‘auj_uu

Please take into consideration that the settlement of your pavment will 1ake 3 to 4 business Jays. To avoid a non-sufficient
funds fee, please bz sure that your bank account has the suficient funds to cover your paymant.

0
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Editing Payment Accounts

You can edit the account/credit card they are using for payments, or you can choose to change your
default payment option.

Step Action/Screen
From the My Rentals

. My Rentals
click the Payment s
Account button. s ' o ' @
Click the Edit Payment
Account button. My Rentals > Payment Account

Select the radio
button for the Payment Method

payment to be edited. || @ 5 E-Check O == Credit Card

Note: The radio button that is saved on this page will drive the default
payment account. All payments will be drawn from that account moving
forward.

Edit the account E-Check Credit Card
details. Payment Methed

@ m T Chack O m—Cidit Gord

Payment Method
O E-Check BB Credit Card

Fleaze enter your aank acocunt in‘ormstion 2xsctly ag t
ApmAn- ooy che ke ACH pagnenl < <ok i ed wilk un
aczuratz owirg and azcount numbars wil b2 not be Card | T

procesced and subjoct to a noa sutizient tards toc.

Number !

Bank Hame |=Hark Ut Amenica

—— Card K | —
Acconunt Type | Chec<iny ¥ | V:al'iﬁmtion 'EIH o Bl
£
Fouting A1 1
b 12120035
Humber Carid I [ |
Ear, 1-January || 2011 &
Acromnt st Expiration -
Humber — 2

EOO0JEFEALE kW2ILETFEIN (Yulspy

=oLtng RLTker  Aoccurt Pumbser Check Nunbe

Social

.. 5.4
Sacurity # (e henn
OR
Thivers
License #
Lrivers
License

Srate/Province

Propertyware Tenant Portal 3/2/10
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Viewing Lease Details

The Action dropdown will allow you to see the details of your lease.

Page | 25

Step Action/Screen

Select View Details

from Action

dropdown. Deposit Held Total Unpaid Balance Action
$1.500.00 F7ae0.00 F750.00

You can review/edit My Rentals > 23 Presidio Lane @

your lease details. 2
Rental Detail
Address 23 Presidio Lane in San Francisco, CA Move In Date 024162010
Unit 2 LCnd Date 024142011

@tus Active Start Date 02/15,2010
hantLedger

Total Unpaid Deposit Feld Prepayments
$750.00 $1.500.00 $0.00
Type Date Ref# Comments Amount Balance
Rent 03012010 $2000.00 $2000.00
Payrert 02222010 002 (§35.00) ($0.00)
oot Gpai o |[Upieiesemiesteoe | s g
Payrert 021272010 248 (§1,250.00) ($0.00)
Payrert 021620100 23 (52 428.57) ($0.00)
Security Deposit 02162010 $1500.00 §2428.57
Rent 02:16/2010 Frorated for 13 days 1928 57 1928 57

1. The Give Notice button allows you to give notice that you will be
moving out. Selecting this option allows you to give notice in real
time. The Print button allows you to print a paper copy of your
ledger.

2. Rental Details include the address, status, move in, and lease start
and end dates.

3. Theledgeris not always available but may include the details of
payments and adjustments on the lease, including deposits.

Propertyware Tenant Portal
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Giving Notice
The Give Notice button allows you to notify your management that you will be moving out. This
feature automatically notifies the management team that you gave notice.

Step Action/Screen

Select View Details

from Action

dropdown. Deposit Held Total Unpaid Balance Action
$1,500.00 ¥750.00 $750.00 : b

Click the Give Notice

My Rentals > 23 Presidio Lane
button.

Rental Detail @

Address 23 Presidio Lane in San Francisco, CA

Complete all relevant
fields. Payments = 23 Presidio Lane > Move Out Notice

Move Out Infermation

Notice Given Date 030152010

Reason For Leaving | |BOUGHT HOUSE |
Move Out Date | 1[
Fﬁrwarding Address

Name I ._.Iéia'ﬁ'ama T

Address | 25 Presidio Lane
Address Cont. |

City I:.San Francisca
State/Province I CA '

Zip/Postal Code IEMDBB

Propertyware Tenant Portal 3/2/10
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Click the Save button.

N D
i P

Note: The management team will automatically be notified that you gave

notice.

Propertyware Tenant Portal 3/2/10
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The Maintenance tab allows you to view both open and closed service requests and edit any current

requests. The requests will be listed in chronological order with the most recent requests at the top

of the page.

Maintenance

My Service Requests

SRz Date Created Description Status Action

i 03012010 leaky faucet. Open et
- Choose - |

2 03/01/2010 sink is leaking zanceled By WAMDR

1 02AE2010 Niyesimilcils laaling Sanoelad By v

The status field will display open, closed or cancelled requests.
View Details from the Action dropdown
will display the request details. The Edit

button will be available in the

dropdown for requests in an “Open”

status.

If it is an open request, the Edit and
Cancel Service Request buttons will be
available. All requests will have the
New button, to create a new request,
and the Attach Document and New

Comment buttons.

Clicking the Attach Document button
will allow you to browse your computer

If you need more details, selecting

Maintenance > SR# 3

Service Request Detail
Status

Description

Specific Location In Unit
Preferred Time to Enter
Date Created

Start Date

Completed Date
Managed By

Documents

Mo Documents

Comments
Mo Comments

Open New; Edit and
leaky faucet. Cancel Service
Request
Any Time
030172010
-
Rohl Atach Docurment
New Comment

for a document and attach it to the service request.

Clicking the New Comment will allow you to add a comment to the request that is visible to both you
and your management team as a

conversation.

Propertyware Tenant Portal

Comments

Tommy Bahama

31710 4:41:54 P

This request needs to be re-opered.
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Documents

The Documents tab allows you to view building, lease or other important documents that have been
shared by your management team.

When a new document is loaded to the Tenant Portal, you will be notified via email. When you view
the document tab, you will see a link to the document along with size, date uploaded, and who
uploaded the document. Clicking the link to the document will attempt to open the document.

Building Documents
Documents

There are no Building documents available

Lease Documents

Documents

There are no Lease documents available

Other Documents

Documents
File Name Size Uploaded Uploaded by
[l System_MNotes J'd-if_i‘g 438k  2/16/2010 jkettles

Important

You must have the appropriate software to open the document.
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