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PURPOSE
The purpose of this document is to review the features associated with the Tenant Portal.
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The Tenant Portal allows real-time access to lease information via the internet. From the Tenant

Portal, you can:

e Review and edit contact information.
e (reate and manage services requests.
e View your rental details.

e Give notice.

e Communicate with the property management team.

e Review documents shared by the owner or property management company.

Logging into the Tenant Portal

You need an email address to access your personalized portal. Your email address is your username

for logging into your account. Your property manager sends an email with login instructions.

g

Login Again &

Email Address

Password

Forgot your password?

Don’t have an Account?
Signing up is easy, fast and
secuUre.

If you forget your password, use the Forgot your
password? link to request a new password. You
need to provide your first and last names and
email. Enter the same email address that your
property manager has on file.

Propertyware Tenant Portal

Forgot Password

Request a new password

First Name I|

Last Name I|

Email I|
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Signing up for Tenant Account
You can sign up for your Tenant Portal account at the

Don't have an Account?
igning up is easy, fast and
S ECLUre,

property management company website.
From the Tenant Portal link, click the Sign up button.

Fill out all the required fields and click the Submit button.
Note that the information you submit must match to the information on your lease file.

Signup

Signup to receive a login account
First Hame I

Last Name I

Email |

Address I

Address 2

City |

State/Province I

Zip/Postal
Code

Comments

After you submit, you receive an email with login instructions from your property management team.

Propertyware Tenant Portal Guide Revised 6/24/11
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Login to your account to access your personalized data published by the property management
team.
H Help | Logout
Propertyware ome | Help | Logou

343 Sansome Ave,
San Francisco, CA 94104

My Account My Rentals Maintenance Documents Renter's Insurance

Welcome Adam Bishop

New Service Request
My Contact View Detail Edit Change EmailiPassword My Open Service Requests View All
Sommation SR # Date Created Action
Home Phone (408) 852-4452 9 05/20/2010 =
Work Phone (408) 558-9910 =i
Mobile Phone (408) 996-3737
Email a.bishop@pw.com

New Conversation

Conversations
No Conversations

Your landlord’s insurance policy doesn't cover your belongings.
Even if the damage was caused by Mother Nature or your neighbor,
your landlord isn't responsible for replacing your things.

READ MORE ->>

Can you replace everything in your apartment for $200?

That's about the annual cost of renter's insurance. Your flat screen
television, clothes, dishes. The cost of your belongings adds up quickly.
READ MORE ->>

A eRenterPlan
| sy apartment was broken nto. | HAS YOU COVERED

| | Theytookmy laptop and videosduipm=ET | ... FREE QUOTE DY

e |

1 ——

Propertyware Tenant Portal
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Tenant Portal Navigation Tabs

The Tenant Portal has navigation tabs on the top as shown below. Click a tab to selectit. The
selected tab changes to white.

My Account My Rental Maintenance Documents Renter's Insurance

Your management company may change default title names for the tabs. For example, they may
rename My Rentals to Statements. However, the function of the tabs remains the same.

e My Account — provides an overview of your profile including contact information and lets
you make service requests and conversations.

e My Rentals — shows lease details for rentals.

¢ Maintenance — lists all your maintenance requests in a chronological order regardless of
status.

¢ Documents — provides links to shared building, lease, or any other document posted by the
management company.

e Renter’s Insurance — contains information about your renter’s insurance policy.

The following links are located in the upper right-hand corner of your portal and direct you to
different locations.

Horme | Help | Logout

e Home — directs you to the management team homepage.

e Help — takes you to help topics for the Tenant Portal.

e Logout — closes the session in the portal. Always log out at the end of every session to
maintain the security of your account.

Propertyware Tenant Portal Guide Revised 6/24/11
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The My Account has the following buttons and sections:

e Setup Payment Account buttons: Setup a payment account.

e New Service buttons: Create new service requests.

e Community Message: Look at the management team message.

e Summary: View your lease information and make payments.

e My Contact Information: View and edit contact information and change password.
e My Open Service Requests: Review, cancel, and edit existing service requests.

e Conversations: Converse with your management team.

e Renter’s Insurance Advertisement: If you haven’t purchased rental insurance, you see an

eRenter Plan advertisement.

Welcome Adam Bishop

Community Message

please dal 415-555-1234

cutside

weptet beskind from the spartment sbove mins.

All my clothes were ruined.”

Setup Payment Account | New Service Request |

The management ofice will be closed Monday, September 6th for Labor Day  Enjoy your hobday ¥ you have an emergency

Summary
Address Unit LastPaymentDate DepositHeld TotalUnpaid Balance Action
43555 Gnmmer bhd $0.00 $0.00 LO) I - Choose — [
My Contact View Detadl £98 Change EmadPasawory My Open Service Requests
Information
SR# Date Created

Home Phone (415) 555.5554 294 06/13/2011
Work Phone
Mobile Phone
Email aabe@propertyware com
Conversations

Ants Problem
;m?‘::::” AN it looks like the ants are coming from the storage shed 1 Comment(s)

. Your landlord's ndul ance policy doesn COvet your belongings.

Even # the damage was caused by Mother Nature o your neighborn, your
ngiond inn responsible for replaceng your Bwng

BEAD MOSE »»

Can you replace hirg in your apartment for $2007

That's aboul e anrwal (o1 of renter’s msurance Your Aal screen

f, chothe s, Sihdt. The cosl of your Delongings 3044 up Quithkdy
SEAD MOSS »»
eRenterPlan
HAS YOU COVERED
«FREE QUOTE>

Propertyware Tenant Portal
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Making a One-Time Payment

This option is available only if the management team has activated electronic payment. First you
need to setup your payment account. The tenant portal can be set to accept automatic checking (E-
Check) or credit card payments, or both. The payment methods depend upon how the management
team has set up the electronic payment options for the lease.

From the My Account
screen, click the Setup

Payment Account button

to enter your E-Check or
Credit Card information.

Select t
elect your paymen Payment Method
method.

® ey E-Check O == Credit Card

Note: You can store both credit card and E-Check information. The
selected radio button determines the payment method that is used as
the default method.

If you select the E-Check
radio button, you can
enter either your driver’s
license or Social Security
number for verification
purposes.

Payment Method
@ Tew E-Check ©== Credit Card

Please enter your bank account information exactly as it
appears on your check. ACH payments submitted without
accurate routing and account numbers will be not be
processed and subject to a non-sufficient funds fee.

Bank Name I
Account Type I Checking +

Routing
Number
Account
Number

I:CIDDDE?EEII.I\: IE]ME'?E‘]IIF [Jalal

Routing Number  Account Mumber  Check Mumber
Social
Security #
OR

Drivers
License #

Drivers
License
State/Province

Billing Information
[ Same as Contact

Billing
Address

Address 2
City
State/Province

Zip/Postal
Code

Billing Email

Note: The system verifies that the routing number is an active routing
number. Always, double-check the account number to make sure you
have entered the correct information. Failure to enter the correct
information can result in a returned check.

Propertyware Tenant Portal Guide Revised 6/24/11



Pr

& RealPage Camparny

pertyware traninc

Page |9

If you select the Credit
Card payment method,
you need to complete all
of the fields.

Payment Method
OGen E-Check == Credit Card

Card

Expiration | 1-January (v || 2008 v

Billing Infermation
[ 5are as Contact

Billing
Card Address
Number Address 2
Card — .
Verification | """" Gy

State.-'ProvinceI
Zip/Postal

Code

Billing Email |

Click the Save button.

W

Once the payment account has been setup, you can initiate a one-time payment.

Step Action/Screen
Choose the Make
Payment option
from the dropdown Summary
Action menu or click fddress Unit Lost PaymeniDate  Deposiibeld TotalUnpald Balance Action

43555 Grmmer b $6.225.00 E0500 %I2500 - =
the Make Payment EH
button from the My
Account screen.
Enter the payment Payment Amount
amount and click the Rental A0 Cervantes Bl Unit 1 - Active » Enter "

Balance $5 22500 amount
Next button. Amount -

Acorwvenience fee of will be added to your payment

Payment Account

Payment Method E-Check Confirm payment

Bank Name Bank Of America account

Account Type Checking g

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

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

Note: Enter the conveneince fee associated with ePayment. The transaction
may take 1-4 business days depending on the transaction type.

Propertyware Tenant Portal
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Confirm the Please Confirm Your Payment
payment amount
. Payment Confirmation
and click the Rental 40 Cervantes Blvd Unit 1 - Active
Confirm button to Amount $5,225.00
Convenience Fee $3.00
process the Confirm Payment
Total Amount $6,228.00 z Amount
payment' Confirm Payment Amount
Payment Account
Payment Method E-Check
Bank Name Bank Of America
Account Number et
Please take into consideration that the settlement 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.
A\ cick contiom ony oncet
Y Click Confirm Only Once!

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

To prevent duplicate billing, 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 recurring payments. You can cancel the auto payment at
any time.

Step Action/Screen
From the My
Account or My g
Make Payment o
Rental screen, @
click the Make
Payment
button.

Click the
Schedule Auto My Rentals > Auto Payments

Payment @
button.

\Welcome Mrs. Allison West

Propertyware Tenant Portal Guide Revised 6/24/11
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Complete all
required fields.

My Rentals > Auto Payments > New

Auto Payment Information

Rental 40 Cervantes Blvd Unit 1 - Active
Amount $600.00
Aconvenience fee of §3.00 will be added to your payrmert
Start Date 3nemo [H
End Date 5] (Leave blank to continue until Lease termination)
Frequency Monthly |+
Pay Day 1 =
Description

Flease take into consideration that the settlement 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

Note: The convenience fee is displayed under the Amount field.

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

Confirm Total Amount $503.00

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

5

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

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 document that may be relevant to the process.

Step

Action/Screen

From the My Account or
Maintenance screen, click the New

Welcome Tommy Bahama

o My Contact Information View Detsil Edit MY Op&ervice Requests
Service Request button. Homa P
ome Fhone SR# Date Created
Work Phone
Mobile Phone ! pensrni
Email Jjohn_kettles@yahoo.com

Conversations
No Conversations

Wiew Al

Action

Hew Conversation

Propertyware Tenant Portal
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Fill in all the relevant fields: Maintenance > Edit SR# 2
Building/Unit: Displays your
address. Service Request Information

ops . . SR# 2
Specific Location: Enter the location S

Building/Unit = 491 27th Strest -

within your building or unit. * pecific Location Bathroom
Description: Describe the issue. * Description  Leaky faucet
Requested By: Displays your name.
Email Address: Shows your email.
Primary Phone: Choose or edit the Requested By Adam Bishop
contact phone number. * Primary Phone  Home ~ [(408) 852-4452
Preferred Time to Enter: Defaults to " Email Address 2 bishop@pu.com

. * Preferred Time to Enter ) Anytime
Anytime. You can also select a ® Preferred Date: [05/24/2010 [#|Time: 1 = 00 » AM =
specific date and time. Attach Document Browse-

Attach Document: Browse your

computer for relevant files and
attach the file to the request.
Click the Save button to save and
notify the management company d-'jf

via email.

“ Important

If you leave a required field as blank, an error message is displayed. Correct the errors and
click the Save button again.

s

r'_' 1% Youmust correct the following errors:
-;—F

= Preferred Time to Enter is required
e [Description is required

Propertyware Tenant Portal Guide Revised 6/24/11
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Reviewing, Cancelling, and Editing Existing Service Requests
You can view your service requests in the My Account screen. You can also review, cancel, and edit
the existing service requests. The My Open Service Requests portion of the My Account screen

displays the SR # (service request number), the date the request is created, and provides an Action

dropdown with options to review, edit, or cancel the transaction.

My Open Service Requests
SRE Date Created
1 0271552010

iewy Al

Action

W

R

Page | 13

e View Detail option directs you to the Maintenance screen and lets you review the specifics of

the service request.

e Edit allows you to edit the fields in the request.

e Cancel option cancels the request.

Viewing the Contact Information

You can view your contact information directly from the My
Account screen. The contact information includes home, work,
and mobile phones as well as the email address that is on file.

Welcome Tommy Bahama

My Contact Information
Home Phene
Work Phone

Mobile Phone

Wienw Dietsil Edit

5561212
5E6-1212
5551212
tommy. bahamai@pw.com

Email
Click the View Detail link to view your contact information.
My Contact Information @
Home Phone 8851212
Work Phone 8551212
Mobile Phone 555-1212
Email tommy. bahama@pw. com
The following information is displayed: [~~~ """
e Firstname
o Last name Contact Information
. First Name Tomrmy
hd Emall Last Name Bahama
Email tormmy. bahama@pw. com
hd Company Company
Address 23 Presidio Lane
° Ad dreSS Address 2
° Home Phone City San Francisco
State/Province Ca
e Work Phone Zip/Postal Code 94089
Country USA
[ ] Mobile Phone Home Phone 565-1212
Work Phone 855-1212
Mobile Phone 555-1212

Propertyware Tenant Portal
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Editing the Contact Information
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You can edit your contact information from the My Account screen.

screen, click the
Edit link.

Step Action/Screen
From the M .

y My Contact Information Vigvs Detail
Account

Home Phone 555-1212
Work Phone 285-1212
Mobile Phone 555-1212

Email

tommy.bahamai@ pw. com

Update the
relevant fields.

Home > Edit Contact

Edit Contact Information

First Name Tarmrmy

Last Name Bahama

Email tornmy. bahamaG@pw. com
Company

Address | 23 Presidio Lane
Address 2

City I San Francisco
State/Province I b,

Zip/Postal Code | 24089

Country USA

Home Phone 555-1212

Work Phone 555-1212
Mabile Phone 5551212

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

from this view.

Click the Save
button.

&T

Propertyware Tenant Portal Guide

Revised 6/24/11
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Changing the Email Address and Password

You can change the email address associated with your lease and password associated with the

Tenant Portal from the My Account screen.

Step Action/Screen
From the My
Account screen,
click the
Change My Contact View Detail Edit Change Email/Password
Email/Password | | Information
link. Home Phone (415) 555-5555
Work Phone
Mobile Phone
Email aabedi@propertyware.com
Update the )
email address Email and Password
and password. Email tarmmy.hahamai@pw. com

Current Password | |esesnuns
New Password

Confirm New Passwori

Note: The current password is automatically entered in its field.

Click the Save

button. F‘ =

Propertyware Tenant Portal
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Conversing with the Management Team

You or your management team can initiate conversations. All conversations are displayed at the
bottom of the My Accounts screen.

Conversations Hew Conversation
Tommy Bahama Rent 1 Comment(s)
30 4:5:42 PM Hi, Wanted to make sure you got my rent check,

Both you and the management team are notified via email when a conversation is initiated.
Conversations can be used to ask basic questions that fall outside the scope of a maintenance
request. It provides you an easy way to communicate 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 screen.

Step Action/Screen
Click the New
Conversation link. M@

Complete all of the
fields.

Lease > New Conversation

Edit Comment

Lease I 23 Presidio Lane - Active
Subject I

Description

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

Click the Save

button. @=

Propertyware Tenant Portal Guide Revised 6/24/11
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Continuing Existing Conversations

All existing conversations appear in the Conversations section of the My Accounts screen. Each time

a comment is added, the recipient is notified via email. You can view the number of comments on

your Conversations.

Conversations Newr Conwersation

Rent
Hi Tarmmy, We did receive your rent. Please let me know if | 2 Comment(s)
you have any additional gquestions. Mark

John Kettles
30 4:14:20 P

Click the [Subject] link to launch the list of comments for review.

Conversations Mewy Comwersation

Hi Tammy, We did receive your rent. Please let me know if 2 Cormment(s)
you have any additional questions. Mark

John Kettles
3AA0 4:14:20 PM

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

Conversation: Rent

Comments
Tommy Bahama 1|—_|i, | just wanted to make sure you received my March rent. Thanks,
310 4:14:20 PM pmmy

John Kettles Hi Tormmy, We did receive your rent. Please et me know if you hawve
210 41638 PM any additional questions. Mark

Click the New Comment button to reply.

Propertyware Tenant Portal
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Type your comment in the Description textbox and click the Save button to post the conversation.

Lease > New Comment

New Comment

Description

Propertyware Tenant Portal Guide Revised 6/24/11
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My Rentals

The My Rentals screen allows you to review the details of your lease(s). Each lease includes the
following information:

e Address

e Unit (if applicable)

e lLast Payment Date

e Deposit Held

e Total Unpaid

e Balance

e Action dropdown

[

My Account My Rentals Maintenance Documents Renter's Insurance
My Rentals
Address Unit Last Payment [ate Dapasit Held Total Unpaid Balance Action
23 Presidio Lane - 0272272010 $1.500.00 $750.00 $750.00 B

If the management team has enabled electronic payments, you can also manage electronic
payments from the My Rentals screen.

My Rentals
Make Payment Auto Payments
My Rentals
Address Unit Last Payment Date  Deposit Held Total Unpaid Balance Action
40 Cervantes Blvd Unit 1 Unit 1 12/16/2009 §2 000.00 $6 225,00 isperiA il - Choose - B2

Propertyware Tenant Portal
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Setting up Auto Payments
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You can also setup auto payments from the My Rentals screen.

Step Action/Screen

Click the Make
Payment button.

Welcome Mrs. Allison West

Make Payment @

Click the Schedule
Auto Payment
button.

My Rentals > Auto Payments

Complete all
required fields.

Rental

Amount

Start Date
End Date
Frequency
Pay Day

Description

My Rentals > Auto Payments > New

Auto Payment Infermation

$600.00

32010

Manthly

1 |»

Please take into consideration that the settlement 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.

40 Cervantes Bl Linit 1 - Active |+

Aconvenience fee of $3.00 will be added to your payment

75| {Leave blank to continue until Lease termination)

Note: The convenience fee is displayed under the Amount field.

Confirm the total

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

Confirm Auto Payment
Rental

Amount

Convenience Fee

Total Amount

Confirm Total Amount

Please Confirm Your Auto Payment

40 Cervantes Blvd Unit 1 - Active

$600.00
$3.00
$603.00

$603.00

Please take into consideration that the settlement 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.

dﬁ

Propertyware Tenant Portal Guide
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You are directed to
the My Rentals >
Auto Payments

My Rentals > Auto Payments

Auto Payments

screen, confirming Amount Eee Frequency Start Date End Date Pay Day Action
that the payment $500.00 $3.00 Marnthly 05012010 1 v
has been set for
recurring.
Deleting Auto Payments
You can delete your auto payments at any time.
Step Action/Screen
From the My Rentals
My Rentals

or My Account s
screen, click the &T
Auto Payments
button.
Choose Delete from My Rentals > Auto Payments
the Action
dropdown. Auto Payments

Amount Fee Erequency  Start Date End Date Pay Day Action

$600.00 $3.00 Manthly 05/01/2010 1 @'

Click the OK button
to confirm.

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

6 Are wou sure you want ko delete this Auko Payment?

| ok Jli ’ Cancel

Propertyware Tenant Portal

21
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Editing Auto Payments
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You can edit your auto payments at any time.

pertyware trannc

Step Action/Screen

From the My Rentals

My Rentals
or My Account screen,

click the Auto

Payments button.

Click Edit from the
Action dropdown.

Auto Payments

Amount Fee
$600.00 $3.00

My Rentals > Auto Payments

Erequency  Start Date End Date Pay Day
Manthly 05012010 1

ey, Powered By

I & |Propertyware

Action

Fill out the required
information.

Rental

Amount

Start Date
End Date
Frequency
Pay Day

Description

Auto Payment Infermation

My Rentals > Auto Payments > New

40 Cervantes Blvd Unit 1 - Active »
$500.00
A convenience fee of $3.00 will be added to your payment.
3n2mo 4
75| {Leave blank to continue until Lease termination)
Manthly

1

Please take into consideration that the settlement 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

Confirm the total
amount to be paid
each month and click

Confirm Auto Payment
Rental

Amount

the Save button.

Convenience Fee
Total Amount

Confirm Total Amount

Please Confirm Your Auto Payment

40 Cervantes Blvd Unit 1 - Active
$600.00

$3.00

$603.00

$603.00

Please take into consideration that the settlernent 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.

"

Propertyware Tenant Portal Guide
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Editing Payment Accounts

You can edit the account settings. You can edit credit card information for making payments or

change your default payment option.

Step Action/Screen
From the My Rentals My Rentals
screen, click the -
Payment Account @
button.
Click the Edit Payment
Account button. My Rentals > Payment Account
Select the radio
button for the Payment Method
payment. _
® acq E-Check O'm=== Credit Card
Note: The selected radio button drives the default payment account. All
payments are drawn from that account moving forward.
Edit the account E-Check Credit Card
details. Payment Method

Payment Method
@ %m E-Check O== Credit Card

O en E-Check == Credit Card
Flease enter your bank account information exactly as it .
appears on your check. ACH payments submitted without
accurate routing and account numbers will be not be Card
processed and subject to a non-sufficient funds fee

soscsocse

Number
Bank Name I Bank Of America Card —
Account Type - ar.( . o1 *10270 [E37]

wpe |[Checking Verification
i
Routing |
121000355

Number Carc_l . 1- January w2011
Account TRaEe Expiration
Number

LO000ETa9WE G 23LETEqe W00k

Routing Mumber  Accourt Mumber  Check Number

Saocial
Security # | 123-45-6739

OR
Drivers
License #
Drivers
License
State/Province

Propertyware Tenant Portal
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Viewing Lease Details

You can review your lease details from the My Rentals screen.

My Rentals > 23 Presidio Lane 1)

2
Rental Detail
Address 23 Presidio Lane in San Francisco, CA Move In Date 0241652010
Unit - Enid Date 0zA4/72011
.:fatus Active Start Date 02/15/2010

enant Ledger

Total Unpaid Deposit Held Prepayments
$750.00 $1.500.00 $0.00
Type Date Ref# Comments Amount Balance
Rent 03/a01,/2010 $2,000.00 $2,000.00
Payment 0272272010 002 ($35.00) (50.00
Late Fee This a manual late fee since the earlier one
(Manual) p2/zz2mo ot was accidently credited $35.00 $35.00
Payment 0219/2010 948 (§1,250.00) ($0.00)
Payment 02AE2M0 23 (52 428.57) ($0.00
Security Deposit 02ME/2010 $1.500.00 §2.428.87
Rent 02/16/2010 Prorated for 13 days $928.57 $928.57

1. The Give Notice button allows you to give notice that you are moving out. The notice is given
in real time. The Print button allows you to print a paper copy of your ledger.

2. The Rental Details section includes the address, status, move in, and lease start and end
dates.

3. The Tenant Ledger is not always available depending on how your management team has
setup the portals. The ledger includes the details of payments and adjustments on the lease,
including deposits.

Propertyware Tenant Portal Guide Revised 6/24/11
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Giving Notice

The Give Notice button allows you to notify your management that you are moving out. This
feature automatically notifies the management team that you have given a notice.

Page | 25

Step

Action/Screen

From the My Rentals
screen, click the Give
Notice button.

Rental Detail
Address

23 Presidio Lane in San Francisco, CA

Complete all relevant
fields.

Move Out Information
Notice Given Date

Reason For Leaving

Move Out Date

Forwarding Address

Name

Address
Address Cont.
City
State/Province

Zip/Postal Code

Payments > 23 Presidio Lane > Move Out Notice

031012010
| BOUGHT HOUSE »

il

I Baharma, T.
I 23 Presidio Lane

I San Francisco
|[ca
| (54080

Click the Save button.

dqu

Propertyware Tenant Portal
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Maintenance

The Maintenance screen allows you to view both open and closed service requests, edit current
requests, and open a new service request. The requests are listed in chronological order with the

most recent requests at the top.

My Account My Rentals Maintenance Documents Renter's Insurance

Maintenance

My Service Requests

SR= Date Created Description Status
3 03012010 leaky faucel. Open
e ; Canceled By
2 03012010 sink is leaking s
1 HENIN My sink is leaking Canceled By v

The Status field displays open, closed, or cancelled requests. If you need more details, select View
Details from the Action dropdown. The Edit button is available in the dropdown for Open requests.

To make changes to an existing service request, choose Edit from the Action dropdown.

Maintenance > Edit SR# 2

| save ] cancel_

Service Request Information
SR# 2
* Building/Unit 491 27th Street
* Specific Location Bathroom
* Description Leaky faucet

Requested By Adam Bishop
* Primary Phone  Home ~ [(408) 8524452 [ Edit |
* Email Address |a bishop@pw.com m

* Preferred Time to Enter ©) Anytime
© Preferred Date: |056/24/2010 [=] Time: 1 ~ 00 v AM ~

Attach Document
| save

Click the Save button to update the changes you have made to the service request.

Propertyware Tenant Portal Guide Revised 6/24/11
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To open a new service request, click the New Service Request button. You need to fill out the

required fields and describe your maintenance request. You can also browse your computer and

attach a document or screenshot to the request.

Propertyware Tenant Portal
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Documents

Use the Documents tab to view building, lease, or other important documents shared by your
management team.

When a new document is uploaded to the Tenant Portal, you receive an email notification. Click the
Documents tab to see a link to the document along with its size, date uploaded, and the name of the
person who uploaded the document. To open the document, click the link.

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
B System_HNotes J'aﬁzg 438k 2/16/2010 jkettles
\'3
Note
You need the appropriate software installed on your computer to view the document.

Propertyware Tenant Portal Guide Revised 6/24/11
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Renter’s Insurance

The eRenterPlan insurance program includes an insurance marketing banner in My Account screen.
This banner is always visible unless an active policy is recorded for your lease.

Conversations New Conversation
No Conversations

Your landlord's insurance policy doesn't cover your belongings.

Even ifthe damage was caused by Mother Nature or your neighbor, your
landlord isnt responsible for replacing your things.

READ MORE ->>

Can you replace everything in your apartment for $200?

That's about the annual cost of renter's insurance. Your flat screen
television, clothes, dishes. The cost of your belongings adds up quickly.

READ MORE ->>

My neighbor's candl started a . | eRenterPlan
1 lost everything. HAS YOU COVERED
| - - : r c: FREE QUOTE >

The marketing banner contains information on why Renter’s Insurance is important and specific
information on eRenterPlan insurance. It also includes a special link to obtain a free quote from
eRenterPlan. You receive a quote within minutes of clicking the Get a Free Quote link.

When you click the link, a pop-up You are about to leave your Property Management Company's web site
. . PR (which Is licensed from Propertyware, Inc.) and will be directed to another
notification is d'SPlayed to let you know company's secured site. The site will include information about insurance

from a licensed insurance agency. Such information is not provided by your
Property Management Company or Propertyware, nor should it be
construed as an endorsement or a solicitation to sell insurance by your
Property Management Company or Propertyware. Your Property
Management Company and Propertyware assume no liability or
responsibility arising from the use of any product, information, idea or
instruction contained on the site, and also do not guarantee or make any
representations regarding the accuracy of any statements made on other
web sites.

that you are leaving the portal website.

By continuing, you are agreeing to allow certain information about you and
your lease to be provided to eRenterPlan to assist the site tc help prepare
a no cost, no obligation quote for an insurance policy for you.

To Continue, click "1 Agree”, or to go back, click "Go Back.”

[ 1Agres | GoBack

Select the insurance policy options you are interested in including personal property coverage,
deductible (if available), and optional coverage to complete the request for a pre-approved quote.

Propertyware Tenant Portal
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PRODUCTS CONTACT US

eReAt&rPian

ActiveQuote

Call Us Today

1-888-205-8118 Based on the Zip Code: 94945 - Novato, CA the following Renter's Insurance Policies are available to you on
a Pre-Approved basis. Please select one of the coverage options from the box below to receive a detailed
quote.

Mon. - Fri. 6 a.m. - 6 p.m. PST
Sat. 7 a.m. - 2 p.m. PST
Para Espanol, oprime el numero 8

Click here to leave a message. Compare Policies Enroll On-Line Now

— I 9

Please Note - eRenterPlan Policy Premiums may change based on the Policy Start Date selected.

Renters Insurance Policy Selection

Please select one of the following insurance policy options to receive your quote.

(0 $40K Personal Prop. / $100K Personal Liab. (Pref)

_ (®) $30K Personal Prop. / $100K Personal Liab. (Pref)

(>} O $20K Personal Prop. / $100K Personal Liab. (Pref)

() $10K Personal Prop. / $100K Personal Liab. (Pref)
(O $5K Personal Prop. / $100K Personal Liab. (Pref)

$30K Personal Prop. / $100K Personal Liab. (Pref)

@ x Coverage Limits
Lontact customer service Personal Property and Additional Living Expenses $30,000

" Personal Liability Coverage $100,000
@ Policyholder Log In Medical Payment to Others $1,000

Policy Notes: Unless otherwise provided, this policy contains a $1,000

_ deductible for all Wind and Hail losses.

Click the Enroll On-Line Now button at the bottom of the page to complete the purchase online. You
can also call the Customer Service Center at (888) 205-8118.

Note

Referral fees for leads are earned only when you complete the purchase online. If you elect to
call the toll-free number to purchase insurance, eRenterPlan cannot link the lead to your
property.

Propertyware Tenant Portal Guide Revised 6/24/11
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Enrolling in Renter’s Insurance

Page | 31

Step

Action

eRenterPlan auto completes the
information for this step. If the
information is not available in Online
Enrollment fields, you need to enter it.
Click the Continue to Step 2 button to
proceed.

Provide your personal information. The

Online Enroliment: Step 1 of 5

Tell us about yourself, your spouse, and your roommates.

* First Name:
= Last Name:
Additional Occupant(s): First Name Last Name
|Ann ‘ |Ru|z
[Michael Ruiz

Daytime Tel#: |(415) 556-6652

« Emall Address: [d_ruiz@pw.com ]

* Confirm Emall Address: [ I

We need to know the name of the primary insured occupant for this apartment.
Please include all additional occupants over the age of 18 in the Additional
Occupants section. This will ensure that coverage is extended to all occupants of
this location.

*Required Fields /

Continue to Step 2 >>

The address information is also filled
automatically from your database in

against the USPS database. You can
update the street address but not the
city, state, and zip code. Click the
Continue to Step 3 button to proceed.

Propertyware. eRenterPlan checks that

Online Enroliment: Step 2 of 5

Tell us the address of your apartment or home . Optionally you can
provide a separate mailing address for anything we need to mail you
regarding your eRenterPlan policy.

Insured Names: Ann Ruiz
Ann Ruiz
Michael Ruiz

*Insured Location: |14 Robinhood Drive

City, State, Zip: [Novato

Jea Ipeoes |

Mailing Address: | ine 1:
(If different than
insured location) Line 2:

City:
State:
Zip Code:

* Required Fields

Plan. You need to select an effective

monthly, quarterly, semi-annual, or
annual. Click the Continue to Step 4
button to proceed.

Enter Policy Effective Date and Payment

date and payment plan. You can choose

Online Enroliment: Step 3 of 5

Policy Effective Date and Premium Payment Term
Insured Names: Ann Ruiz
Ann Ruiz
Michael Ruiz
City, State, Zip: 14 Robinhood Dr #
Novato, CA 94945-3408
Z1P+4 was changed

Mailing Address: None specified
(If different than
nsured location)

* Policy Effective Date: ' 5/19/2011 "‘; at 12:01 a.m. PST.

= Payment Periog:  (7) Monthly: 12 Installments of $23.00
() Quarterly: 4 Instaliments of $66.00
() Semi-Annual: 2 Installments of $132.00
Olnnual: 1 Installment of $264.00

** Monthly payments using a credit card, debit card, or ACH include a
monthly processing fee of $1.00.

* Required Fields /
Continue to Step 4 >>

Propertyware Tenant Portal
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Confirm and accept the Privacy Policy
and Effective Date of
Acknowledgement. Effective date can
be the date of your move in or you can
start the policy on the next business
day. If you choose your move-in-date as
the effective date, you also have to
confirm that you have not suffered
losses prior to that date. Click Accept
and Continue button to proceed.

Pr

& RealPage Camparny

pertyware trannc

Policy Effective Date Acknowledgement & Underwriting

You have requested your policy to be effective as of today. In order for
us to process this request and issue your policy we need you to review
carefully the following two questions and accept these conditions;

@ I am new resident of this apartment community
2 My move-in date is: 5/19/2011.

() I certify that there have been no losses, accidents
or circumstances that might give rise to a claim
under this policy within the last 24 hours

() Begin my policy as of: 5/20/2011.

/

Accept and Continue

Select the payment type and click the
Finalize Enrollment button to complete
the process.

Online Enroliment: Step 5 of 5

Please let us know what payment method to use for your periodic premium installments. For your convenience
we'll automatically process your premium installments via your preferred method when due so that no lapse in
your insurance coverage will occur until your policy is cancelled. You may cancel your policy at any time
without penalty.

= We use the latest in secure internet transaction protocals to

<3l ensure the safety and privacy of your purchase. Encryption will

“!ﬂJ occur prior to the transmission, protecting your information from
interception.

Payment Method
O visa
O MasterCard
(O American Express
() Discover
) Electronic Funds Transfer

-

Finalize Enrollment

Note

policy online and customer service.

Questions and inquiries about the policy and making claims should be directed to eRenterPlan
Insurance. You receive a welcome email with contact information and a link for managing your

Propertyware Tenant Portal Guide
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Viewing Enrollment Confirmation Email
Once you have enrolled, you receive a confirmation email as shown below:

Joe Resident

Subject: eRenterPlan Insurance Confirmation
Attachments: 2011051911664660401042.pdf

eReﬁT\‘erMOn Stuff Happens. Be Prepared!

home | aboutus | contact us

Insurance Confirmation

Qur office has received, and submitted your request for a renters insurance
policy. We appreciate your business and look forward to serving you. Please
call us with any questions that you might have,

A confirmation of your policy request is available on-line at the following
URL;

Insurance Confirmation

You can access your account online 24/7 from eRenterPlan.com. Please Click
Here for Login Instructions.

Privacy Notice

You have received this notice because you are a customer of LeasingDesk
Insurance Services, have provided us with your email address, and consented
to receive electronic communications from us. As required by law,
LeasingDesk Insurance Services is providing you notice ("Privacy Notice")
of our privacy practices. Specifically, Title V of the Gramm-Leach-Bliley Act
(15 U.S.C 6801 et seq.) requires LeasingDesk Insurance Services to deliver
its Privacy Notice to consumers at their formation of the customer
relationship with LeasingDesk Insurance Services, and to its customers
annually. The Privacy Notice which describes how LeasingDesk Insurance
Services protects and safeguards your non-public personal information, may
be view here: Privacy Notice.

LeasingDesk Insurance Services

36 Discovery

Suite 220

Irvine CA 92618

1-888-205-8118

Free Auto Insurance Quote

LeasingDesk Insurance Services now offers competitive Auto Insurance
quotes. Get the coverage you need at the price you deserve. Start saving, 1-
866-685-6967 for a free quote or click here to submit your information to our
agents electronically

Propertyware Tenant Portal
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Viewing Policy Details on the Portal

The Renter’s Insurance screen contains information about your policy purchased through
eRenterPlan. If the property management team elects to record policies purchased through a third

party, information on that policy is also available. Information remains available until it is deleted,
even on expired or cancelled policies.

My Account My Rental Maintenance Documents Renter's Insurance _

Insurance
My Policies
. . . Effective Next Last Status .
rolicy nolder rolicy Number Frrovider 2latus —Ed rolicy vocs
Policy Holder Policy Number Provider Status Date Renasl Update Policy Docs
AnnAllyn 0030460020  SRemterPlan e 05M6/2011  05/16/2012 D
(LeasingDesk)

The Policy Docs displays the Policy Confirmation Document for policies purchased through the

eRenterPlan interface. For policies purchased through third parties, the link displays the proof of
coverage document you have sent to the property manager.

Propertyware Tenant Portal Guide Revised 6/24/11
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An example of the eRenterPlan Policy Confirmation document is given below.

Mailing Address: '
0. Box 17478, lvine, CA 926237478 Notice Date: Confirm iﬂ:ﬂ
eRenTerP|C]|‘] Customer Senvice: 1-888-205-B118 :
1k af AL, LT EERRIMEAL BELILIALY M-F 6:30am PST to 5:30pm PST
WS
Name and Address of Insured: Additional Insuredis):
ANN ALLYN

13530 Eanta Alicia Awve
Chula Vieta, CA 91913-1850

Ay rew esident must be added to the palicy in order 1o be eligible for coverage. Resi-
dets can be added or remioved by logging onto hitp:fiwwes sfemesan mom

Mailing Address: Policyholder Contact Informationc

Telephone #:
Email Address: a.allyn787@gmail . com

Policy Summary: Insurance Company:
Policy Number: 0030460020 Insurance Company: | aserican modarm wome msurance
Effective Date: D5/16/2011 12:01 AM CST copay
m Limit Ameila, o
Personal Proparty Coverage 530,000 Claims (Toll Free): 1-BO0-3T5-2075
Additional Living Expenses. NAICE:
Persanal Ijability Coverage £l00, 000 Agent: LEGEINOOGSK INSUTINCG Sarvices
Medical Paymeants to Others 51,000 LicH; 0012126
Deductible: 3250
Optional Coverages: Premium Instaliments:

Your credit/debit card will be charged Monthly
for your period premium installments. Estimated
billing dates are as follows: the 28th of each
month.

Important Information
Unless otherwise provided, this policy containe a §1,000 deductible for all Wind and Hail losses.

Insuring Agreement:

Your complete policy will be mailed to you via LS. Mail within 15 days. The policy is your contract for insurance, not the Insurance Election
Form or this Confirmation of Insurance. Please review all information clasely for acouracy when received. The information given here is only a
summary of coverage to be provided to you by this policy.

Policy Cancellation:
Your policy will NOT automatically terminate when you move-out. You must inform us of your cancellation in writing to awoid any further
premium being billed to you or deducted from your account. You may also cancel your policy on-line at http:fwww.eRanterPlan.com.

Notice of Cancellation:
Your leasing office or apartment community manager may be notified of any notice of cancellation or non-renewal of your policy.

Premium Instaliment Charges:

If you have chosen to have your periedic premium installment payments debited from your bank account or credit card, please naote that these
periadic installments will be charged to your acoownt rowghly 7 to 14 days pricr to your installmens due date. This is for your protection and allows us
sufficient time to notify you in writing in the event your acosunt & dosed or your aedit card is dedined by your Bsuing bank.

Favied 02008 Farm: oM
Pristect SA32011 104848 Al
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