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Calendar Blackouts

To add a Calendar Blackout to the CRM Calendar click Calendar 2> Add =2
Property Blackout = Select your date = Start time = Duration
Hours/minutes = Add your Notes/Reason —> Save.

lEE I @ Dashboard Q Search § Reports B8 Calendar @ CRM Queue & Call Scoring 3¢ Lead Attribution @ Site Manager [ Leasing Management WAL * ? = O
H

= [ Property [3) Print Blank Application Map #= Jump To

Property Settings Autumn Ridge Apartment Homes (ar)

on 3902 Mayfield NE, Grand Rapids, M| 49525

Property Calendar + Add Blackout + Add Property Event
CRM Settings

CRM Profile (Grev [ nox ) (today Oct 25-31 2020

Bulk Re-Assign Sun 10/25 Mon 10/26 Tue 10/27 Wed 10/28

Office Hours
Property Calendar
Sister Property
Term Based Premi...
Source Costs
Communication
Functions
Documents

Call Automation

Add Blackout

Prupen}."r Autumn Ridge Apart... X Duration Huurs‘
* . *
Start Date | 10/26/2020 Minutes

start Time *| 2:10 PM

MNotes
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Community Dashboard

Unit Statistics: This shows current unit statistics such as
Leased units, Occupied units and the percentage of both.
Exposure is showed with Available units

Resident Activity: Shows Move-In’s, Move-Outs,
Move-out Deposit Accounting to be completed,
Units on Notice, Expiring Leases, Scheduled

The Daily Activity Report is
something that should be looked
at daily. This will give an

Lease Renewals overview of the property.

unity Manager Dashboard - The Orchards Apartments DB Caption: [JSUPGR 07/31/201

ﬁCo

Resident Activity
Move In

Unit Statistics Wednesday, September 09, 2015

} Roles
Total Units

+ Analytics Move Out Prop/List to

Leased Units 100%

» Reports Deposit Accounting

On Notice

Expiring Leases (120 days)

scheduled Lease Renewals

Alerts 95
Pending Make Ready 67
Pending Work Requests

Completed WO Followup

Occupied Units 98.34%

uick Guest
Daily Activity
Monitor Reports
New Svc. Req.

Add Guest

¥ Residential Available Units 0.75%
Leasing Specials

Model/Down/Admin 0.30%

} Unit Pricing Hot Sheet
On Hold Units 0%
» Revenue Management New PO

Unit Transfers

Prospect Pipeline

+ Charges Print Letters

Open Batches

Charges

} Receivables

} Payables New Charge Batch

Today's Showings

b S i .
SF Accounting On Waitlist

Receipts New Receipt Batch

Payables \‘d:w Payable Batch

e Teowy Ty [z v < [ | Open Batches:
September 2015 Where you would
Sat/Sun

Monday Tuesday Wednesday Thursday Friday
September 7 8 9 10 11 12 Create
Move in (2 Move in (3) Move in (4) Movk in (3 Move in (1 .
receivable/payable
135 batches and open
find already
** created batches.

¥ Setup Pending Applications

¥ Administration

¥ Service Request

Dashboard Person Search

¥ Unit Asset

B [#]JumpTo

14
Move in (2)

15
Move in (3)

16
Move in (3)

17|
Move in (3)

18
Move in (2)

The calendar is extremely important and should
be looked at daily. This shows all Move-ins, Move-

) Traffic: This shows the prospect
outs, and appointments.

pipeline which should be updated
daily with all leads. And pending

Maintenance: Shows Pending Make Ready, application

Pending Work Orders, and Completed Work
Orders that need to be followed up on.
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Daily Activity Report

The Daily Activity Report shows Resident Exceptions, Month-to-Month Leases, current available

apartments, Residents on Notice.
@

Resident Exceptions to be cleared daily.

Scheduled showings are also listed along with pending move-ins, Move-out Deposit Accounting to be

completed, and expiring leases.

Delinquencies current and past, as well as pending work orders are also listed.

Resident Exceptions iquency

B o E ti Resident Resident N Resident Move In Move Out Notice Property Type| Unit Name
roperty xception Type Code esident Name Status Date Date Date Hidden Creek Apartments LLC hc1l 0 Reyes, Ayaceli
Move in past due hc21 50 k Apartments LLC h 78 Carranco, Michelle

Reyes

reek Apartments LLC h Rivas, Jose Juan

I in past due hcll A = =

Move Out Past Due hczl k Apartments LLC h Bret » Adeline

Move Out Past Due hc21 reek Apartments LLC h Cienfuegos, Rony
e 1 k Apartments LLC h St. P El

Move Out Past Due hc
Move Out Past Due hcl1
Move Out Past Due hcll

Nunez, Asuncion
Ma Crystal
Brauzman, I

k Apartments LLC h
k Apartments LLC h
reek Apartments LLC h

e Out Past Due hc21 cek Apartments LLC h 5 McCourt, Chiara
reek Apartments LLC h Winters, Irma
reek Apartments LLC h Charles, River

reek Apartments LLC h Nguyen, Phuong
eek Apartments LLC h
reek Apartments LLC h

Hidde:
Hidden

Month to Month

Aguilar, An.

Month to Month

Property | Type | Unit Code Name Lease From Lease To reek Apartments LLC h Padilla, Maria
- Charge reek Apartments LLC h Schroeder, Thomas

hc Mo, Jianbin k Apartments LLC h

hec Sischo-Herbel reek Apartments LLC h

hc Love, Adam k Apartments LLC h

he Cloud, Erica reek Apartments LLC h

he Mikowicz, Aydan reek Apartments LLC h Wanhala, Nicole

he Carroll, E reek Apartments LLC h Medina, Piedad (Julie)
he Chen, Bin k Apartments LLC h Sanchez, Faviola

he hel1 7 Flores, Justin reek Apartments LLC h Arnold, KellyAnn

Apartments LLC h
reek Apartments LLC h
k Apartments LLC h
reek Apartments LLC h
k Apartments LLC h
reek Apartments LLC h
k Apartments LLC h

ks

Month to Month: 8 ;—_{‘ch_mn‘ Scott

nda-Acosta, Janet
Coleman, Craig
Gonzales, Carmen
Go , Griselda
Campbell, Ju
0

Available Units
Unit

Property Market Rent Deposit

he 2,05 & =
he 2.05 reek »:\[:aﬂ'T\Er‘tS LLt_ h L
Available Units: 2 reek Apartments LLC h Ford, Maureen
- reek Apartments LLC h Zhang, Linna
eek Apartments LLC h Berdeja, Andre

reek Apartments LLC h Cortez-Suarez, Alberto

On Notice reek Apartments LLC h Hudson / M, Debbi

T reek Apartments LLC h De La Paz, Edit

Property Type Unit| Code Name NI;atlt(ee SRl Reason for Move Out RZ‘S'%:;E“ Mg";e[" k Apartments LLC h Hoy, Ashley
reek Apartments LLC h Rivas, Alejandra

hc 7 Bauducco, Bryson 6/1. S Relocate Outside of Market ::tamwerts LLC h Fa\rgasou Robert
hc Charles, River 5/2 5 Add/Lost Room 8/6/2015 reek Apartments LLC h Guerrero-Hernandez, Jua
he LeGue, Joseph Relocate Qutside of Markel reek Apartments LLC h williams/M, Karl
he McCourt, Chiara Personal reek Apartments LLC h Guo, Yizhou
hc Mendoza, Adelina 5 Purchased Home k Apartments LLC h ly, Billy
he Lucas, Si Relocate O of Markel 9/9/2015 reek Apartments LLC h ddle, Jenna

k Apartments LLC h
reek Apartments LLC h
k Apartments LLC h
reek Apartments LLC h
k Apartments LLC h
reek Apartments LLC h
Apartments LLC h
reek Apartments LLC h
reek Apartments LLC h
reek Apartments LLC h

On Notice: 6

, Renato
Mahone/M, En

Showings Alvarad

Showings: 0

%

Move In

Property Type | Unit Name Move In Lease From aek Apartments LLC h
he hel 027 Nguyen, Phuong 9/9/2015 9 reek Apartments LLC h
hc Castillo, Luis 9, reek Apartments LLC h Franco-Winters, Josefir
he Phares, Joseph 9/ reek Apartments LLC hc21 1 Ramos-Hernandez, Eduarde
he Cienfuegos, Rony 8, k Apartments LLC hc21 1 Franco, Judith
Kalra, Rahul 8, reek Apartments LLC hc21 02 Mo, Jianbin

Brambila, Angelica

Pending Work Requests

Deposit Accounting

Property |Type Unit| Code Name Move Out | Lease From | Lease To Days Since Move Out RO pesty, "i“'t - Cndf = Dfscr'pt'?“ ;Total
he hc2i 003 n, Adeline  7/27/2015 31/2015 44 hic 134 N ok et hutTof o
c 1 8/31/2015 43 e d rail woods o
! hc 094 ling fan 0
hc 020 0
hc aundry cart 0
i hc pool light 0
Lease Expirations (next 120 days) he 113 repair sreen 0
Property Type Unit Code Name Lease From Lease To hc 111 ]
heii - am 13 13 hc 124 0
Sischo-Herbert, Reiley hc sign on berry gat 0
Mo, Jianbin hc 121 garbage disposal/tub 0

Cloud, Erica Pending Work Requests: 11

Carroll,

Flores, ]

Yi,

Dermer, Brent

Hoy, Ashley

Davi, Julie

Calderon, Perla

Kaur, Sukhjit

Du pre, Hunter

Jacobo-Castro, Eduardo

Shropshire, Tyler
S

he h pulveda, Lucia
he h nez, Jackeline
he h I

hc h Ruppert, Rebs

he h Lopez, Anev

1 1
Expirations in next 120 days:

Office Phone Home Phone

1)707
a

1)325
1)713

(831)427-0948

(831)464-9962

(831)458-6020 x4105

.77 (650)676-7993

-232.80
-2,250.00

Sched Date




Community Manager Dashboard - Hidden C

Resident Activity

Move In (5]
Move Qut (5]
On Notice
Expiring Leases (120 days)
Scheduled Lease Renewals
Alerts
Maintenance
Pending Make Ready
Pending Work Requests
Completed WO Followup

To see the residents in deposit accounting, you can click on the number next
to deposit accounting on the dashboard and a list will populate below:

Community Manager Dashboard - Hidden Creek Apartments LLC DB

ove In otal Units
Bropist _
Leased Units 100% Ha el hc

Occupied Units 98.63%

Move Out

Deposit Accounting

On Notice

Expiring Leases (120 days)
Scheduled Lease Renewals Model/Down/Admin 0%
Alerts On Hold Units 0%

New PO New Svc. Reg.
Unit Transfers

Pending Make Ready Print Letters

Completed WO Followup Prospect Pipeline p— E———
Charges Charg
Today's Showings
on Waitlist Receipts New Receipt Batch

Pending Applicati Payables New Payable Batch

Add Guest Quick Guest

Available Units 1.37% . .
Leasing Specials Daily Activity

Hot Sheet Moniter Reports

B olBiomwmm

ol e

Calendar | Deposit Accounting - 09/09/2015 | Person Search _

Deposit Clear

ks

07/27/2015 _ Adeline Brereton

orag/zmss e —— i —




Forwarding Address

Address 200 Button Street
Apartment 92
City Santa Cruz

State CA

Zip

Roommates Alana Mandrick, Roxanna Gutierrez

'\-'eslNo Chg Code Description Charge Amt Credit
Cd fent Rent 07/28-07/30/2015 197.50 0]
) [deposit :Security Deposit credit 0 1,975.00]
L4 frent Rent (07/2015) Credit 4 days 0 197.50|
5] yent Rent 0) 0.00
(5] ate Late fee 0) 0.00
(5] nst SF fee 0) 0.00
5] hud HUD 0) 0.00
o fsecexh Transfer to Unit: 0] 0.00
1] ferm Lease Termination Fee 0j 0.00
o depfor Deposit Forfeiture 0f 0.00
(m] bppl IApplication Fee 0f 0.00
5] putil Utilities 0) 0.00
(m] lean Cleaning Fees 0f 0.00
a n d ty p o arpet Carpet Charges 0 0.00]
o mopaint  [Painting Fees 0) 0.00
ea C h C h a rge i nto IEI kepint Deposit Interest 0f 0.00
o ymodamage|Damage Fees 0| 0.00]
f' Id h HP-. (=] jmodamage|Damage Fees 1) 0.00
Ie n eXt tO t IS . o Imodamage|Damage Fees 0 0.00
(m] Imodamage|Damage Fees 0| 0.00
(0] modamage|Damage Fees 0 0.00)
(m] ymodamage|Damage Fees 0 0.00)
o jmodamage|Damage Fees 0 0.00]
(3] Imodamage|Damage Fees 0 0.00
(0] Imodamage|Damage Fees 0 0.00
(0] ymodamage|Damage Fees 0| 0.00]
o jmodamage|Damage Fees 0 0.00
o modamage|Damage Fees [ 0.00]
(m] Imodamage|Damage Fees 0| 0.00
(0] modamage|Damage Fees 0 0.00)
(0] modamage|Damage Fees 0 0.00)
(3] fmomisc  [Miscellaneous Fees 0j 0.00
(3] jmomisc Miscellaneous Fees 0j 0.00
(0] momisc eys/Remotes not Returned 0| 0.00
Totals: 197.50 2,172.50
Amount of refund 1,975.00
Amount owed 0.00

() print Statement

Post Help

Individual charges will vary by resident and
property.

In this screen, also input any credits you would [0 fromsc [iscetanous ress
like to credit back to the deposit by typing a e STy o

Totals: 197.50] 2,272.50]

brief description of each credit into the Aot ot retund| S50

description field next to the automated general STr— —
. . . Post Help

description and typing the monetary amount

for each credit into the credit field next to this:
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Once all charges and credits are
entered, double check that the check
mark next to each charge or credit item
is checked:

Deposit Accounting in Voyager

modamage|

: Broken Window

modamage|

le in Bedroom Wall

modamage|

: Damaged Kitchen Light Fixture

modamage|

rodamage!

Amount of refund

The charges and credit will not be applied to the
deposit accounting if the box next to them is
unchecked.

Amount owed

¥ print Statement
Post Help

Once all charges and credits are entered and
checked, check the print statement box and click
post:

YARDIVOYAGER
I oo e Proration Calc Sign Out

d -

Move Out Statement

Click the print icon to print the
completed move out statement:

If changes, such as additional
charges or credits, need to be made
to the deposit accountingafter the
above steps have been completed,
click on the adjust deposit
accounting link in the resident
screen under functions on the drop-
down menu on top:

Functions w Reports w

Adjust Deposit Acctg

Screening

toD46752

From here additional charges or credits can be entered as in previous steps, with the addition of clicking on
the box to the right of the charge code field to open a popup to choose a charge code from by checking the
box next to the desired code and clicking ok

Adjust Deposit Accounting

ChargeCode

Show ¥  entries Search:

I T T

Email PDF to Accountant letting them know it is ready for review. Must be completed within 10 days of move-out or cancelation.

*Please let the Accountant know whether to mail the refund to their old site address for forwarding or to the
Leasing Office for pickup.



Deposit Accounting in Voyager

&=

1. Everyone should be using the FG Walk Sheet. We have set standard charges for
cleaning and damages are open. Please note that this must be completed with
each move out including the top portion and then scanned into Yardi by the time
the deposit accounting is completed. Additionally, move out photos must be
taken for any charges that are noted. This will also simplify questions
accountants may have on charges as they can reference this form when
reviewing the SODA.

2. With the walk sheet in place, there will be NO Adj Dep Accting changes done
when bills are received, and charges are slightly higher or lower than estimated.
We have started charging back based on estimated charges for a number of
reasons- to avoid having to do additional work in correcting charges that aren’t
accurate to the dollar as well as an effort to minimize resident frustration when
we send bills for amounts due several weeks after move out due to invoicing
delays. This means that at times we will have to absorb additional charges that
were missed on the walk sheet, but we think it is worth it for the time saved in
making the adjustments, as well as the customer satisfaction when we send one
final move out statement within 2-3 weeks of move out.

3. The only time you will Adjust Deposit Accounting is when a charge was missed
or underestimated by more than $100. So, if carpet replacement was estimated
at $500 but really was $700, you can do a 1-time Adjust Dep Accounting for the
$200 undercharged. This should happen VERY rarely if your walk sheets have
accurate pricing for each floorplan. Only ONE adjustment is permitted, so if you
do discover another missed charge of more than $100 on the same dispo, we
can't add another charge and send out a third MO Statement as it is just not fair
to the resident.

Page|10



Deposit Accounting in Voyager

&=

4. When entering payables, you should continue to use the chargeback stamp,
but you will be noting the estimated charge added for this item per the walk
sheet.

5. Please include the Walk Sheet in all Deposit Accounting emails, and only send
ONE move out statement per email to your Accountant to review for resident
move outs.

6. You can save MO photos to a Word doc and upload to Yardi that way instead of
messing with a PDF

7. When completing dispos, you might consider using a template via Gmail which
includes the following info:
Lease fulfilled?
Any special situations with this resident?
Notice vs Eviction vs skip vs transfer
Chargebacks for cleaning/damage added?
Utilities have been confirmed they were in the resident’s name until their MO
date
All of the following docs uploaded in Yardi for balances due:
i.  Application
i. ID
iii. Ml Checklist
iv.  Lease
v.  Vacating Procedures
vi. MO Photos for any damage

8. Once approved, Accountants will save any Balance Due MO Statements along
with the Balance Due notice (saved as one PDF) in the Resident Attachments in
Yardi.
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FCO Collections Interface

From the Resident Screen, click the Collections Interface link in the Data menu:

YARDIVOYAGER
I R e i e Prere Conlcalc S o

Functions Datz > Reports =

. Lease Charges EFT Setup New WO
= First Name [Song | eropen i - - i . .
Roommates Recurring Payment Setup Billing & Payments Interface

» Analytics st :
Last Name  Jin ResidentIl  Attachment (11) Resident History Collections Interface

* Reports Address 157 Indian SW Property Mema (3) Application Form Renters Insurance Interface
» Residential Apartment #1 Unit Contact Manage Rentable Items Revenue Management
» Unit Pricing City-St-Zip  |Grand Rapids Prospect Email Make Ready Rent Bill Control
E-mail flx0518 @amail.com Status
» Revenue Management =
Alt. E-mail  |flx0518@amail.com Month To Month
» Charges ‘
3 Legal /A
off 7
» Receivables e .
Home 7 Payment Method Any
» Payables
Fax Payable Method Check

Mobile
» Setup Late Count = 3

» SF Accounting

» Administration save
¥ Service Request

M Lease Info Deposit Info Lease Charges ‘Other Info
» Unit Assel

(Lo rtormaion ]
Mkt. Rent 19 Rent 1. Base % 10,00 % Monthly Rent ¥
Due Day 1 Cther Charges 5. Grace Period |4
Move In 09/05/2014 Total Charges 2nd % 0 % Owed-total ¥
Approval Date [08/15/2014 Metice 2nd Grace |0
o

Lease From  [03/01/2015 Mave Out 11/05/2015 Max % o Owed-total
Lease To lo6/30/2015 Lease Desc N/A $/day >
= Max 2 Days
Last Renewal [03/02/2015 Responsibility Date
Minimum Due[100.00

Click NEW:

Collections History for Song Jin

Collections Agency

Collections Marked For Date Sent To Amount Date

Status Collections | Collections | 9°"Y Sent Canceled LS |

Set Collections Status to READY & click SAVE

[7 Yardi Systems, Inc. - Edit Collections - Google Chrome | =

& ht www.yardiaspl3.com

Edit Collections
Collections Status Ready
MNotes: In-House

Collected
Update




FCO Collections Interface

Then Close the Edit Collections window.

Refresh Collections History window, then click on the ATTACHMENTS link.

Collections History for Song Jin

Collections Agency FCO

5
Collections Marked For |Date Sent To
Status Collections | Collections

Ready 06/01/2016 FCO 0.00

Amount Date

Sent Canceled Attachments | Edit

Agency

Select the attachments that should be uploaded for FCO, then click SAVE.

Documents to Upload to FCO:
Applications

Copy of ID(s)

Vacating Procedures
Move-In/Move-Out checklist

Any Invoices that were charges back
Statement of Deposit Accounting
Lease

[ Yardi Systems, Inc. - Collections Attachments - Goegle Chrome
https://www.yardiaspl3.com

Collections Attachments

Close

@
Attach Description
¥ 9623C PET.pdf

TO-9623C-Fracker Application.pdf
TO-9623C-Fracker ID.pdf
TO-9623C-Jin Application. pdf
TO-9623C-Jin ID.pdf
TO-9623C-Jin_Fracker Lease 03-01-15-06-30-15.pdf
TO-9623C-Jin_Fracker Move-In Checklist & Make Ready Checklist.pdf
TO-9623C-Jin_Fracker Vacating Procedures.pdf
TO7DayMNotice_t0046583_07072015.pdf
TO7DayNotice_t0046583_08102015.pdf

TO7DayNotice_t0046583_09082014.pdf

Attachment Attached

9623C PET.pdf

TO-9623C-Fracker Application.pdf

TO-9623C-Fracker ID.pdf

T0-9623C-Jin Application.pdf

T0-9623C-Jin ID.pdf

TO-9623C-Jin_Fracker Lease 03-01-15-06-30-15.pdf
TO-9623C-Jin_Fracker Move-In Checklist & Make Ready Checklist.pdf
T0-9623C-Jin_Fracker Vacating Procedures.pdf
TO7DayNotice_t0046583_07072015.pdf
TO7DayNotice_t0046583_08102015.pdf 08/10/2015

TO7DayNotice_t0046583_09082014.pdf 09/08/2014

That it! Now FCO will grab the info they need from Yardi since the account is

marked “Ready”.



Generating Demand Notices in Voyager

Community Manager Dashboard - Hidden Creeld

Navigate from the side menu:
Reports— Resident—
Residential Correspondence

Input property, post both month fields to the
current month, document date to the date of
the notice, amount owed to the amount of
the late fee, and select status and current and Residential Correspondence
notice, category as resident statement, and
report type as 3 day notice (days vary by site), : 5 :
and check show on portal, then click display:

once a list of
residents generates
below, click generate
documents

Page|14



Generating Demand Notices in Voyager

A statement link will generate on the resident list below:

Residential Correspondence

Resident Statement
eport TYDe | €T 3 Day Notice
print Blank

Lease Char
Post Month 0772015 to [o7/2015 Include All Lease Holders

Trans From Date g o Roommate Type Roommate
Move In EE o ?flzf“
Move Out B Generate Documents

Lease From Date Bt Attach Documents

Lease To Show on Portal

Document Date Merge Documents In Single PDF
Mark Documents as *Copy”
Publish to Sharepoint

Best Value Proposal Only

Resend Documents

Resident Name Deposit FL:)“;Q MoveIn | LeaseTo | Move Out Statement
149.00 015
9.00

Property | Unit Type unit | Resident

1

2
400.00 1 3
200.00 3

Click on the statement link next to each resident and a pop up with the 3-day
notice for that resident will appear:

1)

/&7{/ rwisse) /44}(

NOTICE TO LEAVE THE PREMISES

To: Medina Norris, and all other occupants
We wish you to leave the following described premises now in your occupation, situated in the
city of Reynoldsburg, County of Fairfield, State of Ohio, and described as follows:
Brentwood Lake Apartments
2752 John Steven Way
Reynoldsburg, OH 43068
together with the lot of land which said unit is situated

Grounds. Non Payment of Rent

ONLY CERTIFIED CHECK, CASHIER’S CHECK, OR MONEY ORDER WILL BE ACCEPTED FOR
YOUR RENTAL PAYMENT INCLUDING ALL LATE FEES

Your compliance with this notice on or before the third day from the date listed below will prevent any

legal measure being taken by us to obtain possession

YOU ARE BEING ASKED TO LEAVE THE PREMISES. IF YOU DO NOT LEAVE, AN
EVICTION ACTION MAY BE INITIATED AGAINST YOU. IF YOU ARE IN DOUBT
REGARDING YOUR LEGAL RIGHTS AND OBLIGATIONS AS A TENANT, IT IS

RECOMMENDED THAT YOU SEEK LEGAL ASSISTANCE.

Agent for the Landlord

If you are unsure if you do want to issue a 3-day notice to a resident, you may need to open Yardi
ina

second tab (Click “Ctrl” & “N” together) and look at the resident’s ledgers to assess if they do
require a 3-day notice.

Click the print icon to print all 3-day notices you will issue to residents. Page[15



Generating Resident Documents

1. Go to Reports -> Resident -> Residential Correspondence

} Roles

» Analytics

» Reports

! Residential
' Unit Pricing
» Revenue Management
» Charges

» Receivables

» Payables

» SF Accounting

) Setup

| Community Manager Dashboard - Hidden Creek Apartments LLC

Resident Activity

Move In
Move Out

Der

it Accounting

Property

Market Survey

unit

Property - Residential

N

[

Vendor

Receivables

|

Total Units
Leased Units
Occupied Units

Available Units

M = I oy

Model/Down/Admin

On Hold Units

o ©

Unit Transfers

Residential Correspondence [jRstae Pipeline

Lease Charges

Traffic

oday's Showings
pPn Waitlist

Tickler

Pending Applications

2. In order to see all the “Report Types” you must clear everything out of the

“Property” box.

3. Once the “Property” box is clear, use the drop down next to “Report Type”
To pick the report you want. Also make sure the “Category” is set to “Resident Statement”.

4. Fill out any of the other areas you would like to specify the report to draw.

5. The VERY last step should be to enter the “Property”.

Once you enter the property, do not click anywhere but on the button “Display”.

4
||

Residential Correspondence

Property
Unit Type

Unit

Resident

Having Charges
Post Month
Trans From Date
Move In

Move Out

Lease From Date
Lease To
Document Date
Amount Owed

Status

Display

07/2015

09/09/2015

Current
Past
Future

Category
_ Report Type
Print Blank
Display Charge
Lease Charges
to lo7/2015 Include All Lea

Roommate Typ

Attach Documeg
Show on Portal
Merge Docume|

Mark Documen

Publish to Shar

Wednesday, Septembe

100% Prop/List

30
98.63% Add Guest
1.37%
0%
0%

Print Letters

Open Batches

Resident Statement v

AR 24 Hour Notice v

AR 24 Hour Notice

AR 7 Day

BW
BW
BW

24 Hour Notice

3 Day Notice
Balance Motice
BW Letter

BW Pay Arrangement
CB Balance Notice
CB Credit Motice

CB Regional Letter
CR Balance Notice
CR Credit Motice

CR Regional Letter
ET 24 Hour Notice
ET 3 Day Notice

ET Balance Notice

ET Pay Arrangement
HC 3 Day Motice

HC Balance Notice Letter
HC Credit Motice

Best Value Proposal Only

Resend Documents




Generating Resident Documents

6- Once you hit ‘Display’, you may have to wait a few minutes for all
documents to render below .

7- Once they show and you’re ok with the selections, click the “Attach
Documents” and the “Show on Portal”

8- Click ‘Generate Documents’ — this will load all the letters next to the
residents.

9-Click on the ‘Statement’ link for each resident to print.

YARDIVOYAGER
_ Home Help Proration Calc Sign Out

-} Residential Correspondence
-
Resident Filter
Property he

Category Resident Statement v
Unit Type Report Type

Unit Print Blank

HC 3 Day Notice v

<=
<=

Resident Display Charge Codes

Having Charges
Post Month l07/2015
Trans From Date
Move In

Move Out

Lease From Date
Lease To
Document Date 09/09/2015
Amount Owed

Status Current
Past
Future

PDF

Property: he

Property Unit Type

to jo7/2015

Resident

Unit Coda

ME Roommate Type

Resident Name Status

Lease Charges Month
Include All Lease Holders

Roemmate
Spouse

Guarantor v

Generate Doguments

#E  Attach Documents L4

B2 Show on Portal e

Merge Documents In Single PDF
Mark Documents as "Copy
Publish to Sharepoint
Best Value Proposal Only

Email Documents

Resend Documents

Deposit Move In Lease To Move Out

Canceled

Applicant ,050.00 0 08/08/2015 09/09/2015

Statement




1) From the Yardi home screen. Go to Setup-=Unit->Review Unit.
r Setup

Property 3
¢ Administration

» Service Request

b Unit Asset Review Portal Unit Prionties
¢ Renters Insurance add Unit

Feview Floor Plan

Add Floer Plan
Copy Floor Plan
Review Unit Types
Add Unit Type

2) You will get this screen:

| Unit |

Property |
Building

|
unit |
Unit Type |
Notes | |
Display Rows[500 |
| Submit | Clear | Hep

3) Enter the property code and unit number. Hit submit.




Property i||= |IJh: Forest Apartment Homes
Building ' |
03-301 |03-301

| |
| |
500 |

Submit | glear || Hep

4} You will get this screen:

Unit 03-301
sddress 3235 Softwater Lake Drive NE Apt 301

Ciity Grand Rapids
State-Zip MI 49525
Country us

Occupancy General Descriptiun

Mates  Omyx-Gray cab, blk appliances, black
counter tops, plank in entry/kitchen/
dining/half bath.

Image Unavallsbla

Page|19



%) Hit edit, and then you can edit the notes in the box with any detail you need. Once
completed, hit save.

| Functions

3235 Softwater Lake Drwve ME &pt 301
Grand Rapids

Occupancy eneral Description

Omyx-Gray cab, blk appliances, black Image Unavallabla
counter tops, plank in entry/latchen,
dining,/half bath.




Manual Credit Card Payment Policy

The One-Time Manual Credit Card Payment process should ONLY be used to make a partial payment for a
resident who has a signed payment arrangement that has been approved by the Manager / Regional.

All other payments should be made by the resident via their Resident Portal or at an authorized WIPS
location. We DO NOT accept paper payments.

All paper payments need a note as we should only be taking these in rare circumstances from residents.

One-time manual credit card payments are performed in Voyager and should only be completed by a
Manager or Assistant Manager.

The Credit or Debit card the Resident is wanting to use for the payment MUST be added as a Payment
Method through their Resident Portal.

Resident is responsible for all fees associated with using their Credit or Debit Card. These fees are never
waived.

You must obtain a signed copy of the Credit Card Authorization form before processing any payments on the
resident’s behalf.

« Ifthe resident signs the form in the Office, you are required to scan a copy and save it to their CRM
Attachments.

+ Ifthe residentis not able to come into the Office to sign the Credit Card Authorization form, you are
required to send the resident an email via CRM with the form as an attachment. The resident will be
required to print, fill out, sign and send back replying to the email from CRM so that the email is linked
to their resident account. You must then download the signed form and save as an attachment.

FIRST PACIFIC

Credit Card Payment Authorization
2 visa I ==

*Credit or Debit Card MUST be set up as Payment Method in your Resident Portal

Transaction Amount: 5

Payment type; [Partial Payment, Damages, Past Balance, etc )

Last 4 Digits of Card Number:

Cardholder’s Information: Tenant Information:
First Name: First Name:

Last Name: Last Name;

Billing Information {address where statement is mailed): Management Company: First Pacific Group, Inc

Address: Property Address:

City- Unit Number;

State; Property City:

ZIP/Postal Code:, Property Zip:,

E-Mail; Phone Number:

Fees:
*Debit Card: 53.95 per transaction less than 51,000.00
54.95 per transaction $1,000.00 up to $1,995.99
59.95 per transaction over $2,000.00
*Credit Card (Visa/Master Card/AmEx/Discover: 2.5% of total transaction

1, the cardholder for the credit card above, authorize First Pacific Group, Inc. 1o
charge my card for the transaction amount listed above for agreed upon balance due. By signing this authorization, |
agree that | will not dispute this charge through my credit card company and fully authorize this charge

Signature;




Manual Credit Card Payment

In order to make a manual credit card payment, the resident MUST have the credit or debit card they are
wanting to use as a Payment Method in their Resident Portal

The one-time manual CC payment is completed in Voyager. Navigate to the resident’s profile. Click Data and
then click One-Time CC Payment

Resident

First Name Latonia R Attachments (49) Application Form Renters Insurance Interface WIPS Setup
Middle Name P Credit Card Setup Lease Charges Rent Bill Control Additional Lease Details
Last Name Ward U EFT Setup Roommates (1) NY Lead Paint NTV

Email Manage Rentable Items NY Bed Bug History

Address 2680 John Steven Way P

Memo (2) Resident History NY Window Guard

New WO Workflow NY Lease Renewal
City Stat eyno OH L¢ . . - i
e Reynoldsburg Recurring Payment Setup Billing & Payments Interface NY DHCR Registration

Zp 43068 Make Ready Collections Interface NY SCRIE Subsidy

Close
Credit Card Receipt

This will bring up the Credit Card Receipt window. ooty e
Enter the Unit number, Payer and click the Display 26 S XSO
Type dropdown and select Standard Receipt fat
Display type. You will not use the Payer Name field
so do not enter any information in that. Once all
information is entered, click Enter Detail.

Credit Card Receipt

Select the Preferred Payment Type of
Credit or Debit. Then select the card they
are using from the Existing Cards drop
down. Enter the Total Amount being paid
and a Detailed Note regarding the payment
being made. The Exclude Service Fee?
Needs to remain selected No as we DO NOT
waive the Service Fees for making CC
payments. Confirm all information is correct
and click Save.

Merchant | Charge Code Acct

Credit Card Receipt

Once the payment has processed, the screen will update at the
top indicating the Payment was successfully Authorized and
provide the Transaction ID, Ctrl Number and\Batch Number. Verify
the payment has hit the ledger and no further action is required.

\’ACIFIC |

GROUP, INC



Mid Month Move out &
Target Lease Expirations

Mid-month Move outs: Please remember not to manually adjust recurring charges for a mid-month
move-out. Yardi will correct any prorating changes in the Deposit Accounting. If Yardi charges a full month’s
rent and you manually credit back a portion due to a mid-month MO, you will have to charge back the portion
you credited after Dep Accting as Yardi will prorate the Credit in Deposit Accounting.

Target Lease Expirations: When you are entering the “Lease To Date” on a Prospect Guest Card’s Rental
Options, please utilize the Lease Expiration Count link (under the Lease To Date) to see how many leases are
ending around this lease. That way, if there are 25 leases ending in 12 months but only 5 leases ending in 13
months, you can encourage the resident to sign a 13-month lease, so the Lease Expirations are spread out

more:

YARDIVOYAGER
_ Home Help Proration Calc Sign Out
'l Prospect Guest Card

First Name Ryan Status Applied
Last Name Noland Mr ¥ Code p0151314

Address 65 Rockrose Property hec

Unit

City State Zip lliso Viejo c ¥ 02656 )
Unit Type

Tel# Office-Home (949) 330-3339

Cell# - Fax# (949) 330-3339 Other Data

DOB - DL#/State (3/26/1992 E2166126 cy S

I on rges
Application Status

App

E-mail ryanpnoland@gmail.com

Notes

Rental Options

Expected Move In [09/04/2015 Rentable Items and Options
Lease From Date [09/04/2015 Qty Description Amount |Reserve Deposit
I'.ezs‘e Term 12 | | much needed pa'kng| 1EU.UD| Quoted Rent 350,00
(months) | | | —

Lease To Date 09/03/2016

Unit Rent

Lease expiration count

Yardi Systems, Inc. - Lease Expirations for ... | = | [E]

https://www.yardiaspl3.com

Lease Expirations for Hidden Creek Apartments LLC

Lease Expirations Per Month

Actual
Jun 2016
Jul 2016
Aug 2016
Sep 2016
Oct 2016
Nov 2016
Dec 2016
Jan 2017
Feb 2017

(=R e}
| oo

[=3 =]

o

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



Payable Invoice JumpTo

Page contains warnings!
Please click again to confirm your changes.
« Over budget Warning. Please see Budget Tab below

' Roles
» Analytics

Batch
Payment Method v
Pavee Info Peliton, (4600 S Ulster Check
et ' SN Category E Id L

» Unit Pricing Invoice # Navigation \<_<“_1

Batch
» Revenue Management Expense Type

» Receivables AP Acct

Invoice Date 09/09/2015

} Payables ﬁ
Post Menth

» SF Accounting 07/2015

) setup Due Date

» Administration

Notes

» Service Request

» Unit Asset
Save Reverse Delete Help
Details Payee Info Manual Check Budget

OVER BUDGET
Over Budget OK [

rrent [3‘:"*" Open — MTD YTD YTD
Invoice Payables Actual Budget Actual Budget

| 6738(HARDWARE) |




Password Change: Voyager

All new employees should update their password to something secure after their initial login.

YARDIVOYAGER
_ Home Help Proration Calc Sign Out

ﬁ Community Manager Dashboard - Hidden Creek Apartments LLC

Move In Total Units

' Roles

+ Analytics Move Out
Reports Deposit Accounting
On Notice
Expiring Leases (120 days)
Unit Pricing Scheduled Lease Renewals
Alerts On Hold Units 0%

unit Transfers
Pending Make Ready

} Receivables Pending Work Requests
Payables Prospect Pipeline

Leased Units 5 100%
Occupied Units 98.63%
Available Units 1.37%
Model/Down/Admin 0%

Residential

o = o o

] o
o o

Revenue Management

} Charges

.
o = o

Completed WO Followup

Today's Showings
Oon Waitlist
Setup Pending Applications

SF Accounting

Administration

Receivable Charge Codes
Service Request
Change Password \board Person Search

Unit Asset

About Browser Info

Set Default Property

About [~ IToday [7]Day [7]wesk [[fd]2Week
U

Old Password

Init Pricing

je Management
New Password

Confirm New Password
) Payables SOUHRILUE VRSSOl
» SF Accounting
password to be changed
t your system

» Administration
yoursite com

7/29/2024



Payables Procedures

Please stamp all invoices with the date received when they arrive
From your Voyager homescreen, click New Payable Batch under the Open Batches section on the right side of the screen.
You should separate your batches and name it in the description field as “SA utilities or SA Regular and the date entered”

Enter the total dollar amount of all invoices you will be entering, and the # of invoices, then click Save.

You will then click the piece of paper with a star on it to enter a new payable.

Refer to the Payable printout for the individual numbered items:

Amount

1. Payee- Here you insert the vendor code. You can begin typing the name of the vendor and Yardi will prompt you with
choices that you can choose from. You can also click the blue link to search for the vendor code by typing one word in
the vendor’s name in between % signs in the middle search field at the top and clicking the “Find” button:

2. Enter the invoice # listed on the invoice. If none can be found, enter as:
Acct#t/date For example: 67920595/101113

3. Enter the invoice’s current due amount. Please note that we can’t pay any Past Due amount and will need to request
the invoice for any past due charges if they have not yet been paid. To research in Yardi to see if a past due amount has
been submitted use the side menu: Analytics=> Financial=> Transaction Registers to search paid Payables. Tran Type
should be set to Payables, and then you can input as much or as little information as you’d like, including GL account, date
range and vendor code.

YARDIVOYAGER

Then you can click Ctrl + F to
search the report for the
specific account # you are
looking for, as shown to the
right:

If the past due amount has
been paid, please note “paid”
next to it on the invoice.




Payables Procedures

4. Enter the invoice date

5. Enter the current month

6. Enter the due date of the invoice. If no due date is listed, enter one month from the invoice date.

7. The Type will default to Invoice. The only time you should change it is when you are entering a credit instead
of an invoice, in which case you will select the Credit type.

8. In the large notes section you should enter any account # listed

9. Enter the property code to pay for the line item. (If you would like to use a property list to split the payment,
please click the Distribute button where you can select the property code, enter the amount, add the GL code
and any line item notes.)

10. Enter the amount

11. Enter the unit number that the item is being installed in (if applicable) If the item is purchased as stock type
“stock” in the field

12. Enter the GL code, start typing the description or click the right-side button to browse and select the
account

13. In the line-item notes please briefly describe the item/service, dates of service & unit # (if applicable).
Items that need to be assigned to units should be entered on separate lines. If multiple items are being
recorded on one line enter the number purchased and then description, eg “3 snow shovels”

ayable Invoice Functions v

phves Fahomdep Payment Status  Unpaid Display Type Standard Payable Disp)

yee Info B 7. e Invoice Batch Unposted Batch 54218
8003453000 payment Method | chagk 12 ki

voice # 533511473 Approved By Nawvigation

pense Type

<< =
Expense Batch

wtal Amount 2,605.81

Cash Acct

AP Template P Acct

voice Date 01/30/2020 Created by ssturis on 02/24/2020 11:33 4|
st Month 02/2020 Modified by rdeaguer on 02/24/2020 3:46

e Date 02/29/2020

Memoarize

Details Payee Info Manual Check

Distribute View POs More Rows Clear Rows Check Budget

29, 10. 11. 12. 13.

Entity Amount Unit Account Account Description Notes Cash Acct A/P Acct
ar 313.87(29001i 7002 APPLIANCES Dishwasher GE/Hotpoint 24" 111 2502
ar 509.01)|390011 7002 APPLIANCES Gas Oven in BLK 30" 111 2502

ar 612.51{390011 7002 APPLIANCES 15.5 CF Top Freezer Blk 111 2502
ar 1,211.71(390011 6765 OTHER SUPPLIES Diamond Upgrade supplies 111 2502
ar 48.71//|390011 7002 APPLIANCES Range hood 30in Black 111 2502

2,695.81




Payables Procedures

Utilities

You may have to calculate the billing dates depending on the invoice. For the example below, the invoice shows a

Meter Read Date and # of Days billed. You will then use the Meter Read date as the end date for the billing period and
subtract the days billed to find the start date for the billing period.

Fahar Rassd
(BT

01006/ 2014

BillDates __ [ C~2% /(-G

Previous Res é__}_av >
Move OQutDate _ ,2-2-1 %
New Resldent _ Peogld
Move in Date = LF_J#,_,_,____

Res Covered Dates { —_Q;,_____
Total due from Res _ £%8 7

Charged Ledgey/Y) N Sent Nm.TaEf'ff".ﬁ

So, the bill dates would be (10-6=4 so) 1/4-1/10

You will also have to fill out a Utility Chargeback
stamp as follows:

We will not add utility chargebacks from vendor bills to reside

anmy amount under S5 or less than 3 days.
Any proration calculated to be over $5 owed should be charged back This will help standardize all sites and ensure we

are charging back for maximum income, without wasting time on pennies

We will chargeback S5 per day coded to 5170 Utility Reimbursement when the incoming, current or vacating resident
doesn’t put the utility in their name and we have to charge back for usage, except for any invoice that is a FINAL BILL

To find the info in Voyager, put the correct property in your home screen and use the Person Search to enter the unit #
then find the last resident who moved out by scanning the MO Dates, and then see if there is a current resident by
scanning the Status line. Calculate a daily rate of any utility by dividing the current due by the # of days billed

Charge back any amount over $5 to the past or current resident & send a notice to the resident

To charge back from the resident screen, click the Quick Charge link on Functions dropdown menu on the top of the
resident page and complete as below:

Functions w Data =

Create Charge

Reports w

Tenant Wyckoff (t0027316)
Renew Lease Move Out Calculator Date @
Adjust Lease End Evict e

A
Connect Utilities Assign Unit mount 9.67

Month to month

Apply Deposit -narge Lode util
Reverse Move In Charge S PMN 1/4-1/6
Notice Screening

Category



Payables Procedures

See the sample invoice and Yardi entry below.

DUE DATE AMOUNT DUE

01/29/2014 $83.96

ACCOUNT NUMBER

3 —a
PNM JANQ - 1y 115666966 - 0148790 - 4

U LT B S T | R L R TR (AR T Service Address: a1 o

P a - 40100 5741 OSUNA RD NE APT 1518
OFFICE ALBUGUERQUE. NM
ﬁ COPPER RIDGE DBA THE SILVERADO Bill Issued: O1/082014
5741 Osuna Rd NE Page: Taln
Albuquerque NM 87109-2567

YOUR ELECTRICITY USAGE HOW TO REACH US

Online: PNM.com

Phone: 1-888-DIAL-PNM (1-888-342-5768)
190 Para Espafiol oprima 8
Monday - Friday 7:30 AM - 6:00 PM

YOUR TOTAL CHARGES

Amount Of Your Last Bill $45.58
Paymenis Received $0.00

400

Electricity (Kih)

5 _% E 53 E ’% Z3 53 5 Balance Before Current Bill $45.58
Your Current Electricity Charges $48.38
i hectrici t 5483

our averege clly costper day wes Total Amount Due $93.96
Your average usage perday was 38 40 kKWh

E Pravious 12 months | This manth

FINAL BILL BiDates (2-2% /.

See page 2 for important information Previous Res Zvss o
. Move Out Date 7~ -

New Resident — A A

Move In Date -t
Res Covered Dates /- 1"!' _
Total due from Res

Z
Charged Ledge@ N Sent Noticel ¥/ N

YOUR CURRENT ELECTRICITY CHARGES DUE DATE AMOUNT DUE

01/29/2014 $93.96

ACCOUNT NUMBER

Electricity You Used 364,000 KWhE § 0.0908237 §34.80 115666066 - 0148790 - 4
Fuel Cost Adjustment 364,000 KWhE § 0.0042080 $162

Rehewable Energy Rider 384000 kW@ § 00044391 $1.70 Service Address: g;ﬁ%esum FO NE AT 1518
Reduces fossil fuel costs and generation ALBUCUERQIE, MM

Semnvice Charge $5.00
Cost-Effective Energy Saving 2 TA7% .20 page: 2aof2

Prog.
City/County Franchise Fee 2000% £0.89 MESSAGE CENTER

Gross Receipts Tax FINAL BILL

g'ﬂ;: ;ﬁ:ﬁ This closing stafement covers your charges and usage up fo the
1.0525% 0.4 Gate your service(s) were disconnected. We appreciale your
i prompt remittance of the closing batance. Any balance remaining
Cunrent Electricity Charges $48.38  after the due dale is conssdered definguent. An overdue bafance
T o o ) could affect your credil rating and cauld result in your account
being referred t a collection agency. For ways to pay your bill,
sag the back of the payment stub below.




Payables Procedures

See the sample invoice and Yardi entry below.

Payable Invoice JumpTo | |

| Invoice Display Type | Standard Payable Display Type ¥ |
Batch

PNM, (PO Box 17970 Payment Method | check Unposted Batch 36535

Denver) Category v Id Ctrl (new)

Invoice # 01487904/010614 Navigation i il

Batch

Payee ‘nmpnm Type

Payee Info

Expense Type { Expense

Cash Acct

Total Amount h8_33
AP Acct

Invoice Date bb1/06/2014

Post Month lo1/2014 115666966-0148790-4

Due Date lo1/06/2014

| Save | Reverse | Delete |

Details Payee Info Manual Check

Distribute | View POs | More Rows | Clear Rows Check Budget

Amount Account Account Description Notes Cash Acct A/P Acct
48.38 1518 elec 12/28-01/06




Payables Procedures

Credit Memos

When we receive credit memos from vendors for items returned, please enter as a positive amount in
Yardi and change the type to Credit on the upper right side of the payable screen:

When receiving large credit memos please save and enter with other invoices from that vendor to
offset payment. If a credit has been entered no check payments will result for the vendor until the
invoices are for more than the credit, at which point a check will be cut. If saving up invoices to use
on credit let the vendor know.

Payable Invoice Jump To

Payee ohhomsup Type Display Type standard Payable Display Type ¥
HD Supply,(PO Box Payment Method Batch Unposted Batch 36534

Payee Info 509058 San Dieqo) Category Id ctrl (new)
8007088888 ° Navigation

PE—— t
Invoice # 9130982144 Batch
Expense Type Expense Cash Acct
Total Amount 81.59 AP Acct
Invoice Date 09/16/2015

Post Month 07/2015

Due Date 09/16/2015

Details Payee Info Manual Check

Distribute View POs More Rows Clear Rows Check Budget
2
Entity Amount Account Account Description Notes Cash Acct A/P Acct
et 81.59||6730 PLUMBING SUPPLIES Drain Assembly lift and turn




Payables Procedures

Resident Chargebacks

Carpet cleaning charges for Move-Out’s should be coded to 6908 Carpet Cleaning for the basic clean,
and 6909 Carpet Repair for any deep clean, red stain removal, seam repair, etc.

Please use the Resident Chargeback stamp as shown on the invoice below. Any other damage caused by
the resident should be charged back at Move-Out, including broken window repairs.

DR. CARPET CLEANING, INC.
3 P.O. Box 11686
ALBUQUERQUE, NM 87192
505-821-9180
Some of the areas you should FED# 74-2823396

look at when completing charge

backs are: nAme > /&ZZE-.ML“.
AL)_)H_SS

* Bedbugs

18 e o
* Cleaning ‘ | I o /|
* Painting R ]

S0LD BY | [ cop ‘cumtﬁ? | ONAGCT. |MOSE.RETD e dip ouT

e Lease violation such as not
picking up after their pet.
* Eviction filing costs

ESCRIP [IUI\. FRICE AMOUNT

 (Couwel (Zﬁtﬂ.} Q/ —_' o
Oﬂd’ﬁ-_‘%«?ﬂm . /f 05 -

4@@ feSfcrm o g8
Vool staii yrewost

ﬁéﬁf- 605

/’t;@

/ #5821

":E B! Ii\F[ ""'](""‘




Payables Procedures

Unit Assets/Replacement items tracked in Yardi

The Asset directory should be consulted before
replacing any appliance or carpet/vinyl in a unit. It
will let you know if the item is under warranty and
whether we can chargeback the replacement to the
past resident due to damages.

Pre-2020 we tracked long-term unit replacements as
Unit Assets in Yardi. Starting in 2020 we instead utilize
the Unit Segment field in the payable screen to track,
and we no longer need to add to the Unit Asset
Directory.

7/29/2024
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LIEN RELEASE PAYMENT CHECKLIST

Property:

Special Project:

Total Amount of Project:

F'ﬂ}' ment terms:

Ist Payment 5 Received Lien Release Date_

2nd Payment £ Received Lien Release Date

3rd Payment § Received Lien Release Date

4th Payment § Received Lien Release Date

FIMAL 5 Recerved Lien Release Date

FINAL PAYMENT CHECKLIST

Initial Date

Scope of work completed per contract

Work completed to FPG expectations

Pictures taken of all work completed

Pictures uploaded to the server

Full release Lien Release executed

Full release notarized or copy of ID

Checklist scanned and emailed to accountant

**gean with contract into the server®*




Lien Release

* To prevent a mechanic’s lien from being assessed against the property a lien release form must be signed
by the vendor performing the work. Note that these liens are usually assessed by contractors for work
over S2k. If each job is under $2k individually no lien release is required. The Blank form can be found in
the Server om the following location: D:\Data\SITE SERVER\_ADMIN SITE\_Community Manager\Vendor
Forms

* Payments for projects over $2k should not be released to the vendor until we have either a Conditional or
Full release in our possession.

* A blank form can be sent to the vendor for them to fill out, sign and notarize or the vendor can sign in the
office to sign the release so they can pick up their check at the same time.

PRE-LIEN RELEASE FORM
FOR
Contractor, Sub-Contractor, or Materialman

Company or Individuzl Name

Address:

City, State, ZIP Code:

Telephone Fasx Numbers

Project Name

Invoice Number(s)

CONDITIONAL RELEASE

including date).
Thes release is for the benefit of and may be relied upon by the owner, prime contractor, the lender and the
principal and surety ox all labor and matenial bonds.
Thes release is CONDITIONAL, and shall be effective only upon payment to the undersigned in the sum
of & . If the payment 15 by check, the release 15 effective only when check 15 pa1d by the bank
upen which it 15 drawn.

COMPANY INDIVIDUAL NAME: DATE:

By: PRINT NAME:
Authorized Sigasture (Cwaer' Agear)

FULL RELEASE

The undersigned has been paid in FULL for all lzbor, subcontract work, equipment and materials supplied to
the above desenbed project, and hereby releases all mec liens, stop nofices, equitable hen and labor and material
‘bond rights against the project for all materials, supplies, labor, services, ete., purchased, acquired or furnished by or for
us and used on the above premises, up to and meluding {date), in the amount of
) .

Thes release is for the benefit of and may be relied upon by the owner, prime contractor, the lender and the
principal and surety on all labor and material bonds posted for the project. If the payment is by check, this release is
effective only when check is paid by the bank upon which it is drawn.

COMPANY/INDIVIDUAL NAME: . DATE:

By: PRINT NAME:
Authorized Siznatre (Cwner Agens)

State of ) Sworn and subscribed before me on the day of
County of ) Notary Public:
My Commission Expires:

(This form may be duplicated a: needed)
5\ Servicing'Master Templates' Replacement Reserve' RRCR Form 4 (1/98)

* The signed Lien Release form must then saved on the server under Vendors -> Lien Releases
* Under the Lien Releases folder create a sub-folder with the name of the party filing the lien.

* Save the file titled as lien release with property initials, Lien holder, and date.
* Example: SS Lien Release Jim Bloomer 01-27-15



WAIVER & RELEASE OF LIEN

WHEREAS THE UNDERSIGNED [ ] Contracter [ Subcontractor["] Supplier [] Archiect/Enginecr:

Address:

Telephone / Fax Numbers:

hasprovided labor. services, materialks, or equipment for the above project under an a greement with:

Inthe capacity as[ ] Owner [ Owner Agent.

Property Name:

Property Address:

Project Name:

Invoice Numbens):

|
CONDITIONAL RELEASE

The undersigned does hereby release all mechani’s bens, stop notices, equitable len and labor and matenal nghts agamnst
the above project regarding laborservices, materials punchased, rented, acquired or fumished or for use and used on above p remises
up to and mehiding (daie )

This release 5 for the benefit of and may be relied upon by the owner, prime contrctor, the lender and the principal and
surety on all labor and matenalbonds.

This release 5 CONDITIOMAL, andshall be effective only upon payment to the undemsigned m the sum
of % . Ifthe payment is by check. the releasze is effective only when check is paid by the bank upon which it is
drawn.

COMPANY/INDIVIDUAL NAME: DATE:

By: PRINT MAME:
Authorized Signature (Owner’ Agent )

FULL RELEASE

The undersigned hasbeen pad in FULL forall labor, subcontract work, equipment and matenals supplicd to the above
descrbed project, and hereby releases all mechanic’sliens, stop notices, equitable lien and laborand matenalbond rights against the
project forall materials, supplics, labor, services, etc., purchased, acquired or fumished by or for us and used on the above premises,
up to and nclding (date), in the amountof §_

This release & for the benefit of and may be relied upon by the owner, prime contractor, the kender and the principal and
surcty on all labor and materialbonds posted for the project. 1fthe payment is by check. this release is effective only when check 5
pawud by the bank upon which it 5 drawn.

COMPANY/INDIVIDUAL NAME:

By: PRINT NAME:
Authorized Signanre (Owner/Agent)

State of }  Sworn and subscribed before me on the
County of }  Notary Publbc:
My Commission Expircs:




Receivables Procedure

Receivables How-To

1. Enter the property
2. Enter the unit #

3. Click on the blue Payer link to view & select the proper resident. Then click the Enter Detail button so all
outstanding

charges will populate.

4. Enter the amount of the receipt.

5. Enter the date the payment was received. Payments should be stamped daily with a Date Received stamp.
The date on the stamp should be the same as the Date Received entered into Yardi.

6. Enter the check number. If the payment is a money order, begin the check # with “MO” and then use the last
4 digits of

the money order number.

7. The Payment Method will default to Check. The only time you will change it is when payment is made with a
money order, and you will change the Payment Method to Cash. Some residents are only allowed to pay via
Cash Equivalent, so then payment entered must be a money order & the Payment Method must be changed to
Cash:

Receipt

he i Display Type Standard Rect ¥
014 Batch Unp tch 100154

t0047745 ent) Date Received 07/

Post Month
Total Amount 1,100.00
Check Number MOG879 print Receipt
Payment Method Check v
Mon-Person Payer

Save Fill Reselect Erase Distribution || Create Charge

8. The line item details will auto-populate when you enter the amount, per our settings on which charges to
pay off first.
However, if you want to apply the funds in another way you can zero out and/or add any charges to be paid in
any amount
up to the total unpaid charge.
9. For the notes you should only specifying if it is a prepay
For example: Prepay
If the payee is not the main resident, please note the name of the payee.
For example: payee Enrique Vasquez
10. Once you have confirmed all information has been entered correctly, click the save button.

Entering a receipt from nonresidents

Enter the Property

Enter the Payer

Click on Enter Detail

Enter the amount of the receipt

Enter the Account the Income is applied to
Follow steps 6, 7, 9 and 10 above.

e G S W=




Promote Roommate Procedures

If one of your residents want to move-out and a roommate wants to remain in the unit as resident, you
can promote the roommate to primary resident when the primary resident moves out.

You can view the scheduled and in-progress promotions on the main dashboard under Resident Activity ->
Promote Roommate

To promote a roommate to resident

1. Open the record for the resident whose roommate you want to promote. For more information. See
Record Searches. The Resident screen will appear.




Manual Deposi
Accounting

Determines how the financial data on the moving primary-resident’s record is
handled upon move-out in the promote roommate procedure.

If the field is selected, upon move out date, the system moves out the
Primary Resident, but you must manually process any open financial
balances, including deposit accounting.

If the field is not selected upon move-out date, the system moves out the
Primary Resident and automatically transfers any open financial balances
to the new Primary Resident (promoted roommate) record.

NOTE This filed is configured at the system level which requires an optical
parameter and proper permissions. For more information, contact your
system administrator.

4 Click Submit. A confirmation message appears. Click OK to continue.

7/29/2024




| Cushem Daw

Custom Data

llatemn Wams

Revanus Mansgemenl

Banded

I R T B 5

Existing Roommates

| W eminbie Nems

Rentable ltems

Hemtable lmm Hem

AL

jave @ Revew and Post @ Canced

Relabonahip Tearaber

L.

DEtuped Mo Mates

6. For any existing Custom Data want to transfer with the

row.

roommate that you are promoting to primary resident, select the Transfer button in the corresponding

Custom Data

Releases the custom data from the primary resident moving out.

Transfer Determines whether the custom data is transferred to the promoted
roommate.

Existing Roommates

7/29/2024

Transfer Determines whether an existing roommate is included in the transfer
to the promoted roommate’s record.

If the check box is selected, the roommate is moved out from the resident and is
added to the promoted roommate’s record.

If the check box is cleared, the roommate is moved out with the resident and is
not added to the promoted roommate’s record.

41



Summary Information

Custom Data

Butmion Name

Sample 140-many
Assignale Items
Revenue Management

Bonded

Roommates

Rentable Items

Last Mame

Mo data available in table



Rentable Items

Some sites have parking spots set up in Yardi as Rentable items. To see a list of spots, including which are
rented and which are available:

CRM~> Search Unit—> Rentable Items—> Assign Rentable Items > Add Rentable Item

Residents > Orchard ofLanden > CharlesZhu @ | current A Re-Invite to RentCafe M Resolve Follow-Ups »

Current Rentable Items

Current Rentable ltems

Profile
Activities
Lease Info
Roommates
Signature Documents Q

Rentable Item Amount Status Lease From Date Notice Date Release Date Available Date Release Now Release Notice Cancel Release
Rentable items

No data available in table
Service Request

Add Rentable Item

You can then select the rentable item that you will assigning type the amount it cost and the lease from date.

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



Unit Segments/Unit Assets

Replacement items tracked in Yardi

Pre-2020 we tracked long-term unit replacements as Unit Assets in Yardi. Starting in 2020 we instead utilize
the Unit Segment field in the payable screen to track, and we no longer need to add to the Unit Asset
Directory.

. For unit segment reporting, you can pull the Transaction Register in Analytics -> Financial -> Transaction
Registers and specify the unit number to result in all purchases for this unit. You can further refine the
results by including a period, vendor or GL code as well. This will pull items from 2020 onward.

Register Reports

TranType [ payable Reference: nit 257 Clezs
Property [ Notes
status

Excel

Batch No vendor Batch Display
Control M. Tyee
Period

Deposit

E e T
H

Date

Created Date reated By freeze Columns

w Property Name

Control | Batch | Period |Invoice Date| DueDate | From Date | To Date Person Pﬂr:‘;‘a:"‘ Property | Unit Cash Account Expense Account Amount Reference

03/2015  08/22/2019 03/2015 AEP Ohio (chacp] heck eb 1111 FIRST REPUBLIC BANK - VacA 146.5

092019 09/05/2019 /05120 Chadwel Supply {ohchasup) Check 2426725 1111 FIRST REPUBLIC BANK

092019 09/03/2015 | 10/03/2018 Canal Carpet Cleaning (sheancar) Check i 1111 FIRST REPUBLIC BANK RPET / VINYL ! X Dizmend Upgrad
03/2015  03/05/2015 | 10/05/2018 Matthew Bickel dba Surecoat Fainting Co. LLC (chsurpai)  Check b 1111 FIRST REPUBLIC BANK INTING CONTRACTOR 1 Paint Walls, Trim and Doors x 3 - P
09/2019  09/18/2015 | 10/18/2043 upply (chchasup) check 2 REPUBLIC BANK 323 9 3 518.34] 00285 Diamond Cabinet and Dr
09/03[2019 g (ohcancar) Check REPUBLIC BANK v 54 Carpet and Pad (Diamond)
10/01/2019 | 10/31/2019 upply (chehasup) check 2 1111 FIRST REPUBLIC BANK 002876711 Diamond
09/30/2018 | 10/30/2019 upply (chehasup) Check 1111 FIRST REPUBLIC BANK 3 A 3 336,10 002784404 Diamond
10/10/2019 08/2015 I Check eb a /D INSTA 002894821 Dizmond - r and Dryer
10 312019 = ) Check iz 1 FIRST REPUBLIC BANK & 2 Diamond - Counter Resurface
09/30/2015 | 10/30/2018 upply (chehasup) check eb 1111 FIRST REPUBLIC BANK 7354 5P UPGRADE 002854405 DIAMOND UPGRD - 2 Panel Door 2
10/22/2009  10/22/2019 Sangar Cleaning Services dba (ohsande) Check 2 1111 FIRST REPUBLIC BANK 6322 JANITORIAL SERVICE 7.4 7464 Clean

10/23/2015 | 12/03/2018 AEP Ohic (chaep; Check 6606 ELECTRIC - VACANTS 50.28 10923167262/102319) 2672 Elec 10/23-11/15
5,866.37

. Another option is the AP Analytics Expense Distribution report, which you can find in Analytics-
Financial- AP Analytics in our menu. You must specify the unit number for this to show purchases for
the specified unit within a period. This report separates the expenses for each unit by GL code.

Payable Analytics

Report Type | Expense Distribution unit 092420 _
Detail
jto & InterCompany
Control N
Bach No.
d Enh Expense
Date 2]
Due Date = Expens=Type

Check Pericd

Display

Account Code | Account Name Payee Code Payee Name Payable Control | Batch | Property | Invoice # |Invoice Date| Period | 72YMe%' | amount |unpaid Amount| Check Control | Check# | Check Date
6765 OTHER SUPPLIES

The Home Depat Pro 964733 1 Check 633 Diamond supplies
633

The Home Depot Pro o 808517 1 Check Supplies for Diamand upgrade

Total 6765
6518 EXTERMINATING SER
Simply Pest Control Salutions, LLC B8 treat - vacant
Total 6918
6926 PAINTING QONTRACTOR
Five Star Painting and Cleaning LLC 01 ] 0.00 K- 3 It 1 092420 Vacant paint, prime and UPG
Total 6926
7002
The Home Depot Fro o 359 appliances for Diamond- fridge, di
HD Supply Facilties Maintenance, Lid 513608 364 Diamond - range
Total 7002 1,493.77
7021
Surface Techs LLC 08/16f2019 0 9 260.00 0. KL 341 3t tub/surround resurface
Total 7021 260.00

Grand Total 4,502.23




Unit Segments/Unit Assets

= Pre-2020 we tracked long-term unit replacements as Unit
Assets in Yardi. Starting in 2020 we instead utilize the Unit
Segment field in the payable screen to track, and we no longer
need to add to the Unit Asset Directory.

* The Asset directory should be consulted before replacing any
appliance or carpet/vinyl in a unit. It will let you know if the
item is under warranty and whether we can chargeback the
replacement to the past resident due to damages.

* Alist of all Assets is on the next page.

* To pullinfo for items replaced in 2019 and prior, There are a
few ways you can search a unit’s assets navigating from the
side menu:

eUnit Asset - Review Asset. Then enter the Property code & Unit
# to see all assets recorded for that unit listed on the side menu

eUnit Asset - Asset Directory Report. Then enter the Property
Code & Unit # to see a summary of all assets. There are now two
versions. The original Asset Directory Report is labeled V2. Both
versions are on the next page.



Vendor Setup & Insurance Expiration

» Once a vendor has been approved by your Regional Manager for work on your property you will need
to submit documents to your Accountant to get them set-up in Yardi as a vendor.

» You will need a copy of the current liability insurance and a completed vendor set-up form as shown
below. Send these to your Accountant and they will set up the vendor in Yardi and provide you with
the vendor code. Also save the insurance and W-9 to your site server in the location shown below.

l Vendors

GE} ~ Data ~ SITE SERWER - 55 SITE ~ Vendaors - * K23 | Search Vendors Pl

Incude in library +  Share with +  New folder

Organize « Open

¢ Favorites livE | Date modified | Type

B Desktop Contracts - Proposals £/12/2015 3:55 PM File folder
§ Downloads Lein Releases 3/29/2019 11:04 AM  File folder

& Onebrive Vendor Forms 11/30/2018 1:44 FM File falder

1| Recent Places

. Vendor Set Up - Updated Insurance
Warranty Info 9/22/2015 2:47 FM File folder

5/3/2018 9:10 AM File folder

Libraries

NEW VENDOR INFORMATION

*PLEASE SUBMIT WITH COMPLETED W-9 & INSURANCE CERTIFICATES

PROPERTY:

VENDOR NAME:

If a vendor does work on-site (installing, cleaning,
etc) we need to have valid Worker’s Comp
insurance for them, unless they are a Sole
Proprietor in which case it is not required. If they
are a Sole Proprietor with'no WC ins who is having
sub-contractors (friends, brothers, etc) do work on-
site for them, we need them to sign the Indemnity
Agreement which is found on the server in Site
Server->Admin—-> ->Community Manager—>
Vendor Forms—> Vendor Contract-> FPG Workers
Compensation Indemnity Agreement. This should
be forwarded to your Accountant who can save in
the Vendor’s Yardi setup.

DBA [IF APPLICABLE):

VENDIOR ADDRESS:

PHONE NUMBER:

EMAIL:

REMITTANCE ADDRESS (IF DIFFERENT):

BILLING PHOMNE NUMBER:

BILLING EMAIL:

FEDERAL TAX ID OR SOCIAL SECURITY NUMBER:

MWET TERMS:

HOW SHOULD WE CONTACT YOU FOR UPDATED INSURANCE? DEMAIL DPEC‘NE

DasLur-ns EMAIL I:‘EEILLENG PHONE I:‘OTHER_.PLEASESPECIFY:

FOR INTERMAL USE ONLY

DEFAULT EXPENSE CODE:
WILL THEY BE WORKING ON SITE? Dres Do

IF YES, DID THEY PROVIDE LIABILITY & WORKERS COMP INSURANCE? DYES D\ID

IF NO, DID THEY COMPLETE INDEMMNITY FORM?DYES DNO

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



Vendor Set up & Insurance Expiration

If a vendor has expired liability or Workers Comp insurance, we will not be
able to issue a check.

To Determine if insurance has expired go to Reports- Vendor -Vendor
Directory, then enter vendor code.

YARDIVOYAGER
_ Home Help Proration Calc Sign Out

Vendor Directory

T okpusped Push Pedal P_Llll, 5820 N. May Ave
e Oklahoma City OK 73112

State

Cit",'

Zip

WCExp

Liab Ins

Sort By Vendor Code ¥

Destination | Screen

File or Code: rs_Vendor_Directory.txt

* You will then hit submit and see the page below. If the dates have
expired you need to email your Accountant updated copies for each.

Vendor Directory

Code Name Contact Address SITTE LT
Number Ins

Push Pedal Pul 5820 N. May Ave, Oklahoma City, OK 73112 405)205-2996

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



Credit Card Recaps - How to Enter

Batch Payable

* Start by putting all of your receipts in the order shown on 14 ()
your Visa / American Express card statement and then Total Declared 0.0 Entered
numbering them in the top right-hand corner in this De;;w:c —— o
order.

* Start a payable batch, the description should start
with VISA, followed by the property and employee
name(s).

Notes

Total will be all credit card statements for your property

-Vendor code for Chase is cachacar.

-Vendor code for American Express is caameexp

Invoice # - last 4 digits of the CC# / last day of CC cycle eg: 1111/122213
Invoice date — use default date

Notes — Last name & last 4 digits of CC# eg: Young 1111

(You will create an invoice for each employee credit card )

YARDIVOYAGER
_ Home Help Proration Calc Sign Out

Payable Invoice

ayee cachacar Type Invoice Display Type Standard Payable Display Type ¥
Chase Card Services,(P.O. Payment Method | Check Batch Unposted Batch 36539

Payee Info Box 94014 Palatine ‘ » JE
8005377783 Category

Navigation
Invoice # 0292/121614 Bateh
Expense Type
e Cash Acct
Total Amount 2,221.02

AP Acct

Invoice Date 12/17/2014

Post Month Young 0292

Due Date 12/17/2014




Visa Card Recaps - How to Enter

Enter as you would if creating the visa recap / breaking out each part of the invoice to the correct GL.
Notes — Enter the number, dash, and notes with the first word capitalized.
Ex: “1-Pens, paper, stapler, tape”

You will have to abbreviate your notes as you have limited space.

_| Details Payee Info Manual Check

Distribute View POs More Rows Clear Rows Check Budget

=l
Entity Amount Account Account Description Cash Acct A/P Acct
10.00/}6332 OFFICE SUPPLI 1 < paper stapler tape
20.55/16519
154.55||6516

* Once you have completed your payables, please double check via the batch report.

* Then send the receipts, scanned and saved separately for each credit card / employee, to your
regional Manager to review.

* Finally, please ensure all receipts are scanned and emailed with your Visa recaps to the SF office. Save
the hard copies for at least 3 months.

Reminders:

* Tipping on all transactions to not exceed 20%.

* Each weekly employee lunch should not exceed 20%.

* Donations are not permitted.

* If the expense isn’t property related, mark on receipt who approved the purchase.

» All gift cards must be updated on the gift card tracking log at time of entering recap.

* Managers are responsible for monitoring all expenses to be kept within budget.

* Receipts must be provided for all transactions. Failure to produce a receipt will result in the card holder
having to pay for the purchase. If this happens frequently credit card privileges may be revoked.

* Use of the.apprTurboScan or similar product is highly recommended to avoidany.receipts being lost. It
creates a PDF of the receipt and you can label it with the name of the receipt and the amount.

* Any reimbursement should be coded to 6318 and the receivable coded the same way to wash the
expense. MUST be reimbursed same day of entering into Yardi and before it is sent to SF office.

* All Star and Company gift cards should be purchased on Amazon and only purchased via the Business
Account only and coded to GL 64070

* Details for any accidental personal charge or missing receipt must be noted in the body of the email
that is emailed to the SF office.



| WEEKLY REPORT
| The Orchards at Four Mile 0412911950519
663 Units (Covering 7 Days of Activity) Last Monday thru Sunday Might
I Manager :Krystin Brown
I Maint Supervisor: Robert Grider
s O

First Section- Occupancy Data-
Pull Box Score report- Analytics=>Operations—>Residential Analytics

YARDIVOYAGER
_ Home Help Proration Calc Sign Out
Community Manager Dashboard -

» Roles Resident Activity

» Analytics
» Reports
» Residential ... Residential Analytics

» Unit Pricing Expinngpesidential AR Analytics

Schedu § g

» Revenue Management o Service Request Analytics
erts

Scheduled Roommate Promotions

» Recervables Maintenance
» Payables Pending Make Ready

» SF Accounting Pending Work Requests
Completed WO Followup

» Charges

» Setup

» Administration
» Service Request
» Unit Asset

7/29/2024 FIRST PACIFIC

FIRST PACIFIC GROUP, INC.

Calendar Dashboard Person &




Residential Reports

Property = | Date os/o1/z016 (R O 09/30/2016

Report Type Box Score Summary v
Surmmarize By Property

Show Graphs
) Show Grids

BoxScore Summary

Timbercreek East Townhomes (te)

Date = 09/01/2016-09/30/2016
[ I I I
[ Availability

Code Name . Units Occupied No Notice Vacant Rented Vacant Unrented Notice Rented Notice Unrented
te Timbercreek East Townho... 100 88 1 o 5
Total 100 B8 1 o 5

| Resident Activity

Code Name Move In Reverse Move In Move Out Cancel Move Out Notice/Skip/Early Term Cancel Notice
te Timbercreek East Townho... 9 o 1 o &
Total o 1 o 6

Conversion Ratios

First Contact
Code Name Email Other Ung. First Contact Ap
te Timbercreek East Townho... 32 o o
Total 32 (1] (1]

. Under the Availability Section you will find the information for Cells C8, C9, and C11
. Cell C8- Enter Vacant Unrented

. Cell C9- Enter Vacant Rented

. Cell C11- Enter Rented Notice Rented

Total Current Wacants

Unrented Wacants

Rented Wacants

Mon-Revenue + Employee + Down Units
Rented On Motice

. For Cells C12 and C13- Click Home in Yardi, then under Unit Statistics, next to Available Units click the
number of units availabl

Occupied Units
Lyailable Uniks

7/29/2024 FIRST PACIFIC 51

FIRST PACIFIC GROUP, INC.




Monday Report

Weekly Report

Market Survey should be done every Friday or Saturday in the server and saved as every time. On Monday
weekly reports can be completed and emailed to your reginal that weekly reports are completed. Save as
every time in the sever name Property Code Weekly Report and the date completed on. Ex: VI Weekly Report
06-20-2022

'WEEKLY REPORT
VISTA DEL SOL
162 Unit

Occupancy Data
Tot

Marketing for the Week
E&m Comparison (Analytics Financial-Budget Comp) ) SY
re I

B YeOogus § pota
(Annlﬁlfi}?fggnfﬁf—fwﬂ‘?\ﬂ“ﬂw— wanhany

propevigy

ivye NeNTY
S > Zillow, Craigalist

To pull your Budget Variance you will go to Analytics = Financial = Custom Financial = Pull property and
excel.

Custom Financial Reports

Property

v
Report Template Ibudget— = 3
Period 10/2018 to [oe2022 | ° Excel

Summary By = DecimalDigits [ g w Suppress Zero E—

= Show Account ide
Account Tree — WA Hide

Freeze Pane Summary Tree Level 1w Grid

v | Detail
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Analytic Reports

The most common analytic report you will pull is the Budget Comparison Report. To pull this report you
will Click on Analytics on the menu on the left-hand side of the screen. Then click Financial -> Financial

& First Pacific Group - Empl: x www.fpacific.com/resourc % Yardi Systems, Inc. - Finar %

&« Cna https://www.yardiaspl3.com

YARDIVOYAGER Site Search
I o ticlp Proration Calc  Sign Out [ B ]

inancial Reports

) Roles

+ Analytics B

» Reports = -

) Residential Custom Financials rid ceze Pane Show Property Name

Custom Financial Analytics - Notes Si an ee Lev 1 Show Acct. Code @ Budget

Financial Report Notes

General Ledger Analytics

AP Analytics

Transaction Registers

Budgeting Forecasting

Variance Analysis

This will bring you to the Financial Reports page. Enter property, select Budget Comparison from Report
Type dropdown menu, and enter the period. Then click Display.

YARDIVOYAGER Site Search
I o tclp Proration Cale  Sign Out

Financial Reports

} Roles
cash
» Analytics

Report Type Budget Comparison v
Period 07/2015 o [o7/2015 Grid Freeze Pane Decimals @  Show Property Name Suppress Zero ¥ Graph
) Unit Pricing Report Columns ¥ | summary TreeLevel |1 ¥ Show Acct. Code ¥ Budget v

) Revenue Management

The Budget Comparison Report will allow you to view current Income and Expenses against what was
Budgeted. Manager should be checking this daily to ensure they will not exceed budgeted expenses. The
report also shows the budget variance, percent variance, and Year to Date Spending and Budget.

The Percent Variance will highlight in Red if it is substantially over budget and will remain green if under
budget. *When entering Payables, if the bill puts the category over budget by 10%you will need to email the
Regional Manager for approval before the payable can be processed.

IN-HOUSE GEN MAINT/SUPPLY

APPLIANCE PARTS 5 280.00

DEED DOORS (INTERIOR / ENTRY) X 0.00
) ELECTRICAL (INTER. / EXTER.) 65.90 275.00

» Analytics EQUIPMENT MAINTENANCE 6 0.00
» Reports EQUIPMENT PURCHASES
— EXTERMINATING SUPPLIES

FIRE / SAFETY
» Unit Pricing HVAC / BOILER SUPPLIES
» Revenue Management JANITORIAL SUPPLIES
LANDSCAPING SUPPLIES 55
LOCKS / KEYS ; 0.00
» Receivables PAINT / DRYWALL 5. 550.00
PLUMBING SUPPLIES 600.45 0.00
) UNIFORMS 0.00
&I ARy POOL / REC SUPPLIES 255.00
» Setup WINDOWS/MIRRORS . 0.00
HARDWARE 230.00
OTHER SUPPLIES 102.66 0.00

» Charges

» Payables

» Administration

» Service Request TOTAL IN-HOUSE EXPENSES 3,551.38 3,335.00

FIRST PACIFIC GROUP, INC



Budget Variance Report

You will be responsible for submitting a budget variance report. This will be submitted with your 2nd
Weekly Report of the month (if no overages no explanation will be necessary at that time). Then a
final one submitted by the end of the month.

Below is how to pull the report and an example. As you will need to get approval on any
items/services that exceed budget this will help you track, and you should easily know why you are
over budget. If you are not clear click on the line item in the budget comparison report and click on
detail- it will list all expenses in that category for the month. Filter screen and report are shown below.

Community Manager Dashboard - Orchard of Landen

foles EE—— [ unit statistis

Total Units
» Analytics
» Reports #

» Residential

.
E
—

Mave In 1

%]
(=]
L

98.07%
95.82%
6.75%

Leased Units

co

Financial

Financial Analytics

M
=}
%0

Occupied Units

Available Units

Operations

]
—

Custom Financials

1t

i ici 0 [ [ i 0
» Unit Pricing Expiring Custom Financial Analytics - Notes 90 Model/Down/Admin 0 0%
Schedul 0 On Hold Units 0 0%
» Revenue Management Financial Report Notes
Alerts 37 Unit Transfers 0
» Charges

8 General Ledger Analytics

» Receivables

Pending|AP Analytics 36 Traffic
ava i Prospect Pipeline 2
Qe Pending Transaction Registers 20 Todav's Showinds 0
» SF Accounting Complet 0 Y g )
Budgeting Forecasting On Waitlist 2
» Setup Pending Applications 4

Variance Analysis

Custom Financial Reports

Property hc

Book cash

PDF

) Analytics

Report Template budget
) Reports
Ll period 07/2015 to p7/2015 el
) Residential DecimalDigits | ¥ Suppress Zero ¥
summary By v o Display
) Unit Pricing Show Account | Hide ¥ Detail
Account Tree budget_cf
) Revenue Management Summary Tree Level 1 v Grid

) Charge:

Budget Variance Explanation
) Receivables Fixed Admin 32,72 101
Administrative 627
) Payables Payroll 273
Marketing/Advertising -413
} SF Accounting Utilities 268
In House Maintenance 55 287
) Setup cAaM 0 -151
N S Contract Services 4,940 593
Rehab/Replacement 4,990 -4,814
) Service Request SUBTOTAL 110,368 107,139 3,229
Special Projects 1,260 0 -1,260
b Unit Asset TOTAL 111,628 107,139 -4,489

Click excel to view the report and enter in notes.

Month to Date udget  Variance Explanation

Fixed Admin 25,546 25,244 -302 Management fee under budget

Administrative 1179 1,815 636
25,609 25,370 -239 Wages and bonus under budget
2,889 2,689 -200 Intenet ady/magazines under budgef

18,570 23,304 3,734
2,553 2,222
102 628
3,391 1,028
1,744 3,616
11,123
Special Projects 2,443
TOTAL } 7,007 13,566

FIRST PACIFIC GROUP, INC



Pulling Standard Voyager Reports

Resident Activity
Move In

) Roles
} Analytics

) Reports

FinanCiaI Reports ) Residential (:”)E:::i]r:ig(:‘“MG‘“ Financials

Navigate from the side menu: ) Unit Pricing ScheduCustom Financial Analytics - Notes
. . . . . . Alerts

Analytics—> Financial-> Financial S LS T R Report Notes

} Charges

Pending|General Ledger Analytics

} Receivables Pending

AP Analytics
Comple

) Payables
Transaction Registers

} SF Accounting
) Budgeting Forecasting
) Setup
Variance Analysis

» Administration

}» Service Request
Calendar
! Unit Asset

Input property, period, and select Report Type, then click Display:

Financial Reports

Property hc

cash POF
ount Tree
. . - 2L BaRUVPT w =
Report Type Budget Comparison \J - - Excel
Period 07/2015 to  p7/2015 Grid Freeze Pane Decimals [« Show Property Name Suppress Zero |+
N o Display
Report Columns ¥ | Summary Tree Level |1 ¥ Show Acct. Code #  Budget v -

The blue #s in the Analytic reports can be clicked to get more detailed information.

To print, click PDF and then you can print the PDF. Note that the default is to print on legal paper, so you
may have to change a setting when printing to .
“Shrink Oversized pages” Fit

Actual size

@ Shrink oversized pages

Custom Scale;  |100 o

Choose paper source by PDF page size
Print on both sides of paper

Orientation:

@ Auto portrait/landscape

Portrait

Landscape

FIRST PACIFIC
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Weekly Reports

This will bring up the available units that are not rented. For Cell C12-Unrented Notices- Less than 30 days,
you are looking for the notices that will be moving out within the next 30 days. (Ex. 1-Unit #1821 since the

move out date is 9/30/16)

Available Units - 09/20/2016 Person Search

Market Date Days -
Rent Vac. 8 Amenities

U S VR R TR )

For Cell C13-Unrented Notices- More than 30 Days, you are looking at notices that will be moving out
within the next 31+ days (Ex. 5- the remaining amount of units moving out)

B

Unrented Motices - Less than 30 Days
Unrented Motices - Mare than 30 Days

Cells C15-C17 will automatically populate based on the information input above. These cells should match the
home screen in Yardi under Unit Statistics for Leased Units, Occupied Units, and Available Units.

Total Units 100 < = £ =
i | The figures below will automatically calculate based on the input cells above
Leased Units 100 100% 1 Occupied % (top three lines J total units) 99.00%
Occupied Units 99.00% ; Actual Leased % (unrented vacants / total units)
Total Exposure % (Unrented vacants & notices / total units)

Awvailable Units

For Cells F8 and F9, you will need to pull the Unit Availability Report

Reports—> Unit—>First Pacific- Unit Availability with Amenities
Enter Property Code

As of Date- Should be current date

Include — Pre-leased

First Pacific - Unit Availability Detail Report

Property te Output Type POF

Unit Type
As Of Date 09/19/2016

Merge Reports |+

Show Grid Ld

Include Pre Leased P

FIRST PACIFIC
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Pulling Standard Voyager Reports

Residential Reports
Navigate from the side menu: Analytics—> Operations - Residential Analytics

Residential Reports

* Roles

¥ Analytics

¥ Reports

¥ Residential

* Unit Pricing Residential AR Analytics

* Revenue Management Service Request Analytics

* Charges

Select Report Type, then input property, date, month/year, and select Summarize By (as necessary) then click
Display:

Residential Reports

Property ol Date

Manth / Year
Excel
Report Type Unit Availability Show Graphs =

Summarize By UnitType Show Grids Display

Occupied

E % Occ
Units No
Notice w/NonRev

826 86 4 3 4 5 5 6.51 6.51 100.00

Avg. Vacant Vacant Notice Notice|

Rented | Unrented | Rented | Unrented % Leased

Avail Model Down | Admin % Occ

Rent

To print, click PDF and then you can print the PDF.

Some helpful reports are listed below. Samples are in the following pages.

Financial

* Budget Comparison
* 12 Month Budget
Residential

* Conversion Ratios

* Box Score Summary
* Lease Expirations

* Unit Availability

FIRST PACIFIC
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Notes

of including mode! or office unit.
eased with deposits and sched move in

Cell G12- Inp

Cell G13- Input the unit number of the Longest Vacant Unrented Not-ready unit- put # sing in front of the unit
number

Cell G14- Input the amount of days the Longest Vacant Unrented Not-ready unit has been sitting vacant

Cell C18- Input any specials being offered
Cell C19- Input all marketing for the week

Section should look like this:

5 Occupancy Data (Analytics-Operations-Residential-Box Score)
Total Current Vacants
Unrented Vacants
Rented Vacants
MNon-Revenue + Employee + Down Units
Rented On Motice Losgest Yacant Usrested Ready Usit &
Unrented Motices - Less than 30 Days 1 Move-Outs next 30 days. Days ¥acant ~
Unrented Motices - More than 30 Days Move-Outs more than 30 days. Longest Unreated not-ready wait &
Occupied % (top three lines / total units)
Actual Leased % (unrented vacants / total units) 100.00% Leased % (unrented + down + non-rev / total uni
Total Exposure % (Unrented vacants & notices / total units) 6.00% Short Term Exp. % (Vacants & notices < 30 days)
Specials Being Offered: none as of 9/12/2016
Marketing for the Week: Craigslist, Zillow, Rent.com, Rentlinx

7/29/2024 FIRST PACIFIC
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Weekly Reports

Second Section- Budget Comparison- R e e s

VOYAGER

YARDI

Ensure Cell C20 has correct Month typed in

Pull Budget Comparison in Yardi:
Analytics—>Financial-> Financial Analytics

. Enter Property Code

. Book is ‘Cash’

. Report Type is ‘Budget Comparison’
. Period is ‘Current Month MM/YYYY’ to ‘Current Month MM/YYYY’ (Ex. 09/2016 to 09/2016)

Financial Reports

k=
cash
05/2016 to = decimals (¥  Show Property Name

Show Acct. Code [«  Budgst | GL

Hit Display

Cell C21- Input Total Rental IncomeActual
Cell G21- Input Budgeted Total Rental Income (For this example, budgeted is Zero)

TOTAL RENTAL INCOME 90,327.74 L 90,327.74

Cell C22- Input Net Other Income
Cell G22- Input Budgeted Net Other Income (For this example, budgeted is Zero)

MNET OTHER INCOME 9,886.24 . 9,886.24

Cell C23 will automatically populate which should equal Total Income on the Budget Comparison report

TOTAL INCOME 100,213.98 . 100,213.98

Cell C24- Input Total Operating Expenses

7099 TOTAL OPERATING EXPENSES 48,704.28 0.00 -48,704.28

Cell G24- Input Budgeted Total Operating Expenses (For this example, budgeted is Zero)

FIRST PACIFIC
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Weekly Reports

Cell C25 will automatically populate which should equal the Net Operating Income on the Budget Comparison
Report (Income — Expense= NOI)

NET OPERATING INCOME 51,509.60 . 51,509.60

For Cell C26, click Home in Yardi and then Daily Activity.

Tuesday, September 20, 2016
Prop/List e

Add Guest Quick Guest

Leasing Specials Diailv Activity

Hot Shest Monitor Reports
Mew PO =w Swc. Rec

Print Letters

Click on the Delinquency Tab. Enter Total for Property into Cell C26

Resident Exceptions Month to Month Available Units On Notice Showings
Deposit Accounting Lease Expirations Delinquency Pending Work Requests

Property Type| Unit| Code Name Owed || Office Phone | Home Phone
te - Timbercreek East Townhomes te-3 1710 t0058341 Kirwin, John 1,142.00
te - Timbercreek East Townhomes | te-2 1715 t0054379 Hamilton, Tedgie 5.60 (309)781-04985
te - Timbercreek East Townhomes te-3 1737 t0057586 Lockett, Christopher 2.33
te - Timbercreek East Townhomes |te-3 1747 t0044527 Raffurty, Anagela 5.00 (913)342-2300
te - Timbercreek East Townhomes te-2 1803 t0049804 Jamerson, Fonte 1,102.00 (913)626-1421
te - Timbercreek East Townhomes | te-3 1826 t0057091 Stone, Robert 114.00
te - Timbercreek East Townhomes te-3 1851 t0045574 Kanies (emp), Erickia 412.00 (816)808-8789
te - Timbercreek East Townhomes |te-2 1852 t0056449 Mccorkle, Tim (816)518-0922

Section should look like this:

20 Budget Comparison (Analytics-Financial-Budget Comp) September
B Net Rental Income 90,328

22 Net Other Income 9,386

3 Total Income 100,214

| 24 Total Operating Expenses 48,704
25 Net Operating Income 51,510
26 Delinguents Presently (Daily Activity) 2,788

Third Section- Gross Potential Rent-

Ensure Cell C27 has correct Month typed in

FIRST PACIFIC
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YARDIVOYAGER
_ Home Help Proration Calc  Sign Qut
Community Manager Dashboard -

¥ Boles Resmdent Actrerty

» Analybics

» Reports.

¥ Residential

» Unit Pricing

¥ Revenue Management

* Charges Scheduled Roommate Promotions

Propert:
Unit Type

Unit o - Escel PDF
- - sh s
By aperty Display Clear

Gross Potel
creek East

Uni Occ| Vacant Non-Re Market| Loss/Gain| Potential w Actual Con Writ: Rental Recei
Count Units Units Units Rent to Lease Rent e Rent cession Off Income Current
101 100 1 0 98,510.00 2,292.00 96,218.00 93,004.01 -737.00 0.00

92,357.01 89,028.64

Cell C28- Input Total Market Rent

Cell C29- Input Loss/Gain to Lease
Cell C31- Input Vacancy

Cell C33- Input Total Concessions

Cell C34- Input Total Write Off

Section should look like this:

27 Gross Potential Rent (Analytics-Operations-Residential Analytics)

Total Loss to Lease
Total Potential Rent
Total Vacancy Charge
Total Actual Ren
Total MTD Conce
Total MTD Write Off

Total Rent 92,357

7/29/2024 FIRST PACIFIC
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Help Proration Calc  Sign Out
Community Manager Dashboard -

Resident Act

* Roles

» Analytics

» Reports

* Residential

» Unit Pricing Expiring
Schedu
Alerts

Operations

* Revenue Management

Residential Reports

Property ke Date oo/01/2016 |ER to 09/30/2016

Unit Type ] Month / Year 0172017 jos/2016
Report Type Conversion Ratios M
summarize By Source M

Conversion Ratios
Timbercreek East Townhomes (t2)
Date = 09/01/2016-09/30/2016

Unqllalgi \ ;q ] cq..alil_ieq|

Show Iied‘ Ap| Denied | Cancels Re-A ‘Conversiol
H feete Shows | Ratio | Pew H Ratio
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
100.00
0.00
0.00
0.00
0.00
28B.57
0.00
100.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Wiebsite Apartments 247 X 0.00

Word of Mouth 100.00
0.00

0.00

3333

Zumper/PadMapper 0.00
ApartmentGuide.com 0.00

/A X 0.00
Total 43.75

H call ‘ ‘Walk-in Email “ Other SMS“ ‘Web Chat
Contact

7/29/2024 FIRST PACIFIC =
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Apartment Guide
Apartment Ratings
ApartmentFetch

ApartmentList
Apartments.com
Apartments, com/CoStar
ApartmentSearch.com

RentalAds.com
Rentalhomesplus. com
Rentalhouses.com
Rentals.com
RENTCafe.com ILS
Rentlungle
[RentLinx
Rentometer
Resident Referral
[showmetherent.com
social-Other

rovit

rulia

ebsite Apartments 24/7

ApartmentGuide.com
i/
‘otal

7/29/2024 FIRST PACIFIC
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g
2
:
5

Name Walk-in

| ABODO

| Apartment Guide
| Apartment Ratings
| ApartmentFetch

| ApartmentFinder

HotPads/ Trulia/Zillow
Leasing Office Operations
Local/Walk-in

=)

Zumper/PadMapper
| ApartmentGuide. com

0O NOCOODCOOOO0OCOOOCOOOHOODOOODODOOODOOODD0DO0D000D000D0000NONO000KRHODHODO OO

O CC OO OO OO0 OO OO OO OO OO OO OO D000 D 0000000000000 000000000000000
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C oo oo oo OO OO0 OO0 0000 0000000000000 00000000000000000000000000000000

I T T N L I
Mmoo docomoNooooooooULOOOOOOOOOO00000000000aOHOOORHOHNOOOOROOOOOo0O

@
-

. Cell G44- Input the highest number listed in the WALK-IN section (for this example, it will be 2)

. Cell E44- Input the Traffic Source with the highest number in WALK-IN section (for this example it will be
Craigslist)

. Cell C45- Input total Active Prospects from the Prospect Pipeline on the Home screen in Yardi under the
Traffic

Traffic

Prospect Pipeline
Today's Showings
on Waitlist

|m
s = 2 foo

Pending Applications

. Cell C46- Enter total of Craigslist Postings for the week reporting on

7/29/2024 FIRST PACIFIC 64
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Residential Reports

Property Fe Date
Unit Type Month / Year

Report Type

Summarize By

Resident Activity
Timbercreek East Townhomes (t)
Date = 09/01/2016-09/30/2016

Property H Name

YARDIVOYAG
[

» Boles

v Analytics

* Reports

» Resedential
» Unit Pricing

* Revenue Management

ER

Help

Froration Sign Out

Community Manager Dashboard -

Operabons "
... Residential Analybics

Resident Activity

ouanting

qResidential AR Analytics

Schedy - -
Abets Service Reguest .ﬁnﬂ!'tIcsl

09/01/2016 ([ to

09/30/2016

01/2017 09/2016

Resident Activity

Property

Cancel Huv# Nost;(‘q Cancel
Out| oo Term Notice

Excel PDF
Display Clear

[ Show Graphs
I-) Show Grids

Cancel
Rented H Applicatio:ﬂ

te Timbercreek East Townhe...
Totals

. Cell C49- Input total number of Move-Ins for the month

. Cell C50- Input total number of Move-Outs for the month

. For Cell G49, you will have to click into the hyperlink number for Move-ins

This will bring up a window showing all of the move-ins for the month.

Resident Activity Detail
Timbercreek East Townhomes (te)
Date = 09/01/2016-09/30/2016

Property || Unit || Unit Type || Resident

==

|| Status

0 & 0 7 3
o [ o 7 3

Rent || Deposit || Move In

Robert Stone
Michael Hipkiss
Alexa Moore

te 1826 te-3
te 1810 te-3
te 1726 te-3
te 1737 te-3
te 1867 te-3
te 1746 te-3
te 1766 te-3
te 1741 te-3
te 1710 te-3

Christopher Lockett
Shelly Bubcher
Krisha Anderson
Regina Webb
Jacob Raffurty
John Kirwin

Count =9

. Cell G49- Input the total number of move-ins that occurred in the week reporting for (last Monday-

Sunday)

7/29/2024

09/01/2016
09/09/2016
02/03/2016
09/09/2016
09/10/2016
09/13/2016
09/16/2016
02/16/2016
09/13/2016

Mawe In
Mowe In
Mowe In
Mowe In

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.

1,040.00 350.00 | 09/01/2016
1,030.00 350.00 | 09/09/2016
1,040.00 350.00 | 09/03/2016
1,030.00 350.00 | 09/09/2016
1,040.00 350.00 | 09/10/2016
1,040.00 1,040.00 | 03/13/2016
1,040.00 350.00 | 09/16/2016
1,030.00 350.00 | 09/16/2016
1,040.00 350.00 | 09/13/2016
9,330.00 3,840.00

65



Resident Activity Detail

Timbercreek East Townhomes (te)
Date = 09/01/2016-08/30/2016

| Property || Unit H Unit Type || Resident H Date Rent‘ Deposit ” Mowve In

te 1857 te-3 James Booker (emp) 09/06/2016 1,030.00 100.00 | 03/28/2015
Count=1 1,030.00 100.00

Traffic Month to Date fAnalytics-Operations-Res-Conversion Ratios by Sow Zillow, Craigslist
Total First Contact (From Right of this Section)
Total Ungualified Traffic Calls
Net Traffic Walk Ins
Total Number of Shows Emails
Shows per First Contact Ratio Top Campaigns (Lead Source) Total First Contact
Applied Phone Craiglist Phone traffic—=
Approved Email Zillow Email traffic—=
Cancel Walk-1n Craiglist Walk-in trafiic--=
Denials Active Prospects (Prospect Pipeline)
Gross Closing % (# Applied / # of Shows) Weekly Craigslist Postings
MNet Closing Ratio (# Approved [ # Shows)

% of Applications Approved (# Approved / # Applied)
Number of Maove-Ins for the Month (Resident Activity Detail) Move-Ins For the Week
Number of Move-Outs for the Month (Resident Activity Detail) Move-Outs For the Week

Fifth Section- Renewals-

Open up renewal worksheet from server- Site Server—->Lease Documents—>Renewals—>Year—> Current
spreadsheet

. Cell C52- Total number of Leases expiring for current month

. Cell C53- Total number of renewals of those expiring for current month

. Cell C54- Total number of MTM renewals of those expiring for current month

. Cell C55- Total number of notice to vacate of those expiring for current month

. Cell C56- Total number of skips/no notice/evictions of those expiring for current month

. Cell C57- Total number still unresolved of those expiring

. Cell C58 will automatically populate to show total percentage of successful renewals

. Cell G52 will automatically populate with ‘Yes’ if all number input into C53-C57 equal the amount of C52
(Total number of leases expiring. Will populate with ‘Error’ if the numbers do not add up.

. For Cells G54 & G55, will need to go to Daily Activity from Home screen in Yardi.
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Tuesday, September 20, 2016

Add Guest

uick Guest
Daily Activity

Leasing Specials
Hot Sheet

Monitor Reports
New Svc. Req.

New PO
Print Letters

Month to Month

‘ Property u Type u Unit H Code || Name H """t{':‘h';’rg";“"th || Lease From || Lease To
te te-3 | 1700 | 10044485  Klausen, Paul 150.00 4/1/2014 6/30/2014
te te-2 | 1855 |t0D47784 | Durant, Sherron 150.00 2/7/2015 3/31/2016
te te-3 | 1831  t0D44553  Peters, Ed 150.00 7/1/2015 6/30/2016
te te-2 | 1742  t0049916  Simpsan, Clifton 150.00 7/6/2015 7/31/2016
te te-2 | 1743  t0044523  Clark, Eva 150.00 7/1/2015 7/31/2016
te te-3 | 1857 |t0D44580 | Gulak, Inna 0.00 8/1/2012 8/1/2013

te te-3 1851 t00D45574  Kanies (emp), Erickia 0.00 6/6/2014 1/31/2016

Month to Month:

On Notice

- Notice Move Out Future | Move In
‘Pmmﬂhv#‘Unlt“ Code H Name | Date | Date || Reason for Move Out Hﬁesident Date
te te-2 1842 t0044568 Chatman, Justine 7/27/2016 9/30/2016 Rent Too High t0058093 10/7/2016
te te-2 | 1803 t0049804 Jamerson, Fonte 7/7/2016 9/30/2016 Closer to Work
te te-2 1714 t0050568 Carpenter, Angela 7/29/2016 9/30/2016 Purchased Home
te te-3 | 1821 tO053357 Hritz, David 7/21/2016 9/30/2016 Personal
te te-3 1847 t0054580 Tompkins, Aaron 7/27/2016 9/30/2016 Employment Transfer tO058373 10/7/2016
te te-2 | 1745 t0051148 Brooks, Heather 9/1/2016 10/31/2016 Military Transfer
te te-2 1822 t0051631 Fredman, Micole 9/1/2016 10/31/2016 Personal
te te-3 1730 t0046666 Matusiak, Brad 9/1/2016 10/31/2016 Employment Transfer
te te-2 | 1723 t0046779 Cochran, Amy 9/16/2016 11/30/2016 Relocate Qutside of Market
te te-3 | 1850 t0054231 Hicklin, Stephanie (EMP) 9/13/2016 11/30/2016 Ewviction
te te-2 1704 t0047319 Wilson, Alisha 9/2/2016 12/31/2016 Personal

On Notice: 11

Will need to click into the Resident t-code to see if they are MTM. Will need to count total number of
residents who are on Month to Month AND on notice to vacate.

. Cell E55 - Input total number of residents who are on notice to vacate that are month to month
. Cell E56 - Input when their rent charges were last updated

. Cell E57 — List the unit numbers that are MTM

Section should look like this:

51 Renewals September  Notes - List Unit Numbers

52 Total Leases Expiring by Month End 8 All Leases Accounted For: Yes
53 Renewals to Date (Month to Date) (Of those Expiring) 2 |

54 MTM Renewals (Of those Expiring) 1] MTM-Current: 7
55 Motices to Move (Of those Expiring) 5 MTM-Hotices: 1]
56 Skip / No Motice / Evictions (Of those Expiring) o]

57 Unresolved (Of those Expiring) 1

58 Successful Renewal Percentage (Month to Date 256% Renewals to Date / Jotal | eases Exoring by Month End
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On MNotice

. Notice Mowve Out Future | Move In
|Prupert4"l’vpe||Unlt| Code H Name ” Date | Date H Reason for Move OQut ||R identH Date ‘

te te-2 1842 t0044568 Chatman, Justine F/27/2016 9/30/2016 Rent Too High t0058093 10/7/2016
te te-2 | 1803 t0049804 Jamerson, Fonte 7/7/2016 9/30/2016 Closer to Work

te te-2 1714 tD050568 Carpenter, Angela 7/29/2016 9/30/2016 Purchased Home

te te-3 | 1821 t0053357 Hritz, David 7/21/2016/ 9/30/2016 Personal

te te-3 1847 t0054880 Tompkins, Aaron 7/27/2016 9/30/2016 Employment Transfer t0058373 10/7/2016
te te-2 | 1745 t0051148 Brooks, Heather 9/1/2016 10/31/2016 Military Transfer

te te-2 1822 t0051631 Fredman, Nicole 9/1/2016 10/31/2016 Personal

te te-3 | 1730 t0046666 Matusiak, Brad 9/1/2016 10/31/2016 Employment Transfer

te te-2 1723 t0046779 Cochran, Amy 9/16/2016 11/30/2016 Relocate Qutside of Market
te te-3 | 1850 t0054231 Hicklin, Stephanie (EMP) 9/13/2016 11/30/2016 Ewiction

te te-2 | 1704 t0047519 Wilson, Alisha 9/2/2016 12/31/2016 Personal

On Notice: 11

dgers. Write
the number down 3

Section should look like this:

59 Evictions in Process - Current Notes - List Unit Numbers
60 MNumber of Residents Filed on - Active #1850 This Month n
61 Delinguency (5) Associated with those Filed On

Seventh Section- Maintenance Summary-

. Cell C63- Input total number of outstanding work orders from Home screen in Yardi under maintenance

Pending Make Ready

Pending Work Requests
Completed WO Followup

. Pull Review Service Request Report by going to Service Request—>Review Service Request
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7/29/2024

» Service Request

» Unit Asset

Add Service Request
|Review Recurring Service R
Add Recurring Service Request
Post Recurning Service Request
Review Service Req T

Add Service Request Template
Pending Work Requests
Employee WO Time

Work Order

Property }te | Timbercreek East Townhomes
wo | |
unit | |
Building | |
Bill to Tenant | |
Recurring WO | |
-

e s

Boiler -
Item Tvpe | |
Batch Name | |
Vendor | |
Emplovee | |
Created By | |

-

Status g:celed

In Progress &7

) o -

STETE :Edr:upr:u;rlgritv

Low Priority ~

-

Qrigin ':RD

pM T
Call Date | | FE -to- |
Scheduled Date| | -to- |
Work Compl. |09/12/2016 | B to- |D9/18/2016
Due Date | | -to- |
Display Rows

| submit || Clar || Hep

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.
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236625 - Utility Closet is flooded

236624 - no a/c fan is coming on

236597 - two move in issues

Showing 1 to 3 of 3 entries

Maintenance

Pending Make Ready

]
]

Pending Work Requests
Completed WO Followup

A report will come up showing all of the pending make readies. Click on the Date Ready Column to sort it by

most recent.

7/29/2024

Calendar Pending Make Ready - 09/20/2016 Person Search

SqFt Date Ready »J Occupancy

:

1245.000000 | 10/07/2016 Applicant

1350.000000 | 10/07/2016 Motice

1245.000000 | 10/07/2016 Future

1350.000000 | 10/07/2016 Future

1245.000000 | 10/14/2016 Applicant

1350.000000 | 11/08/2016 Applicant

1245.000000 | 11/08/2016 Motice

1245.000000 | 11/09/2016 Matice

1245.000000 | 12/02/2016 Matice

1350.000000 | 12/07/2016 Eviction

70

1245.000000 | 01/11/2017 Motice

Ready
]
i
]
i
]
N
]
N
N
i
]

1| T




Notes
Mumber of Outstanding Work arders Mumber of Wark Orders Completed Last Week “

Mumber of Units Scheduled to Tum This Week Number of Units Tumed Last Week
Unit Mumbers

Section should

66 Staffing Summary Notes

67 List Open Positions (Job titles) Maintenance Techs
Where are you advertising (CL, ZipRecruiter, Indeed, Other)  |Craigslist, Indeed, Word of mouth
Who is managing ads (PM, RPM, Corporate, Other) Regional Manager/ Community Manager

Notes/Status Updates/Changes Since Last Week no changes

Ninth Section- Preventive Maintenance and Projects for the Week

Enter any projects happening for the current week or what is being worked on at the property

Preventive Maintenance and Projects for the Week
1
2

Market Survey Comp/Deposits & Fees/ Amenity Comp Tabs
Update each tab with the current Market Survey information. Should be updated weekly.

Also copy and paste the latest budget variance report from Yardi if applicable.
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Weekly Reports

The green cells in the Market Survey should be updated weekly with the latest specials, rents, and
fees. Market Survey should be updated with the latest rent prices for our comps.

Market Survey Comparable
October 24th, 2015 | Studio Br /1 Bth
=

180/1 B4 180/16Bd 280/1.58th r 280/ B4
Built | (38,0)| Phone | saFc Rent | Sq.Ft | Sa.ft Rent | Sq.Ft | Sg.Fft Rent 3 Sa.Ft Rent | Sa.Ft | Sq.Ft
1568 F16863211] 380 | 525 | 138 | 540 | 605 | 112 560 | €35 780 | 730 | 084
1573 F153528433 x 576 | ss0 | o0ss

Rent

772 | e | omt
1981 e 363 5854 : 500 | 7s0 | 130 | 700 | 8= a7 | 1005 | 112 | w00
1550 Fieseieeo] =0 | e13 | 15 | =5 | s | 135 | e | e
1965 F16-363-7016 x 815 749 0.92 945 229 0.88
1365 516-222-5902 X 850 873 103 X 1000 543 055 x

1373 405 563 140 641 653 111 627 725 873 826 0.94 883 1.00

858 817 0.5 858 7 102

Move-In Charges lz=sniiem

Community Name Specials & Discounts Paid Utilities Additional Monthly Expenses Sec | Pt o
Cable | WjD | Petfee | Park | Unl ee | Dep. | Dep
Autumn Ridze 0 off ml if you apply within 24hr of show ster, Sewer, Trash, Gas, Cable [nBuilding 530 . <9 SHLD jj::;
Rolling Pines. o answar Water, 5. rasi S ° o C . o o | =150

Pine Ridge

Northview Harbor

Lake Forest

E 0 | co o+
S = ewer, [able Readn Buildin; tri
ed | 1/2 of Al

(Market Average)

AumumnRidge  Rolingpines  Pinenidge  Northwiewrarbor Lakeforest  Lamberton Lake (Market Average)

Rolling Fines ine Fidge 4 Lskerorest  Lamberton Lake  (Market Average]

114115

Monday Report Budget Variance Market Survey Comp Deposits & Fees Amenity Comp Sheetl

As the rents are upgraded the “Price per Square Foot” will be recalculated and will adjust on the graphs
below.

*|t is very important that the Market Survey is updated every other week so we know where we stand

with our competitors for current rents and specials being offered. It should be completed by the 1t and
3rd Saturday of the month as noted on the task calendar.

Once everything has been updated and saved the Manager will then email the report to their Regional
and save it in the Weekly Report folder on the server in the correct Month-Year folder.

* The Manager needs to provide a summary of the information contained in the report. Included in
this summary is why we are doing great or what we need to improve on and how the current and
future operations look (good or bad). The summary should demonstrate the Manager understands

the contents of the report and allow for anyone reading it to get a quick snapshot on how the
property is performing.

FIRST PACIFIC
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Write-offs

»  You will receive a monthly delinquency spreadsheet from your Accountant once they have
finished completing your properties Tie-Out Report for the month.

»  You will use this spreadsheet and add notes to the right-hand side for all accounts you have
sent to collections and are actively working on in-house to collect.

»  The notes need to be detailed with the date you sent them to collections and the company
they were sent to.

»  Try to collect as much money as possible in-house and send past residents to collections after
90 day of attempts.

»  Please highlight the lines that were sent to collections, leave in-house collections un-
highlighted.

» Send this to your Regional by the end of the month so they can write these off for the month.

»  No adjustments should be made to a ledger once the balance has been written off. You can
leave a memo for any errors discovered including the new amount due & notify the collection
agency, but making changes to correct the ledger after write offs is not possible.

» If atenant has all of their charges written off and then begins making payments, the tenant
should be charged back for the same amount as we are receiving so that their ledger is at a SO
balance after posting the receivable. The Manager is responsible for charging back the tenant
via Quick Charge (NOT adjust deposit accounting) and should always use the Bad Debt
Recovery (5110) code regardless of what the charges were when they were written off.

»  The accountant will do all write offs. Please send to them once everything is completed.

Delinquency

As Of: 1/26/2015

Property Tenant Tenant Tenant Total Future 61-90 Ower 90 Sent to collections
Prepayments
Unit Code Last Name Status Charges Charges Owed Owed Owed

cb - Cedar Brooke Apartments
1102 t0042365 Rhodes Past 1350 0 1350 FCO12/30/2014
1402 t0042226 Ciafullo Past 60 0 60

1904 t0035028 Reeves Past 717.16 0 717.16 FCO 1/26/2015
2704 t0041375 Williams Past 201.81 0 201.81 FCO 12/10/2014

Total cb - Cedar Brooke Apartments 2,328.97 0.00 .| X X 2,328.97

cr - Cedar Ridge Apartment Homes, LLC
15420 t0046563 Bell 1683.48 1683.48 1683.48 In house
155000 t0042078 Palmer 8938.91 0 o §958.91 In house
155086 t0043530 Boussid 708.9 0 o 708.9 Elite llj'2014
155080 t0042240 Ferguson 2050.65 2050.65 1] 2050.65 FCO 1/26/2015
15512C t0044360 Osborne 2482.87 1080.87 912 2482.87 FCO 1/26/2015
15517 t0044433 Jaqua 1881.31 1881.31 1881.31 FCO 1/25/14
155400 t0042823 Wyatt o 0 . -1261.19 In house
15505C t0045943 Flores 746.56 B 54.66 746.56 In house
4609 t0045983 Williams 2139.58 2139.58 2139.58 FCO 1/26/2015




Please let yo
collect on bad debt.

To email Bed Debt — 30 Day or Bad Debt Settlement notices from Residential Correspondence make sure

to enter the Resident’s t-code so that you are only emailing those you specifically want to send to.




Bookkeeping Reminders/Policy

1. Please ensure you are scanning payable batches in order and with all invoices. They should then be saved to
the server for your regional to review.

2. On the batch payable screen, be sure Declared=Entered for both the total and # of items.

3. Enter payable batches at least once a week or more as needed. This will help keep the number of invoices
per batch down and will ensure all bills get paid in a timely manner. Especially important near the end of the
month when we want to make sure to get all expenses in before the end of the month.

4. Yardi tracking for resident referral - both who referred and who was referred should be recorded in Yardi.
Ideally, the referral unit/name should be added to the resident’s Referral concession charge note. If using
lease charges, add a memo. Attach referral concession sheet to resident’s file.

5. Move Out Policy - you have 10 days to process Deposit Accounting after the resident moves out. This
should leave plenty of time to get the apartment turned and all chargebacks entered via estimates per the
Walkthrough. Please check utility bills for chargebacks online. All deposit accounting must be completed
within the allotted time legally required by state & mailed to the Accountant as soon as it’s ready to be
reviewed.

6. Send Ledger for cancels/denials as the Move Out Statements are usually blank. Only need to send if a
refund is owed or special circumstance.

7. Please don’t complete any more Deposit Accounting after the 25th until the next month. This will make it
easier to ensure all refund checks for processed MQO’s have been cut before the month ends. You will still
process the move out after the 25t but hold off on the deposit accounting until the next month.

8. We can no longer refund overpayments for residents. Overpayments are due to resident error and will sit as
a credit on their ledger until the next charge. Processing refunds takes time in admin processing, and we have
had numerous situations where the double payment is then cancelled via credit card which takes hours to
straighten out.

9. Residents are responsible for a $25 check reissue fee for a lost check, or if they failed to update the office
with their forwarding address. If the resident left an accurate forwarding address and 21 days have passed
after the check has been cut, FG will put a stop payment on the original check and recut free of charge,
assuming the check has been lost in the mail.

10. We no NOT accept temporary checks with a handwritten account number.

11. If residents are on a lease that requires 60 days’ notice but will only require 30 days’ notice after going
MTM, we must charge for the full 60 days’ notice required before their lease is up, even if given only one day
before lease expiration. Everyone must be consistent with this and all charges so as to be Fair Housing
compliant.

12. Use the “Move Out Calculator” button, found on the resident screen under Functions, to find out what
amount will be due at Move Out. +,.os - P— —

Renew Lease Notice Screening
Adjust Lease End Move Out Calculator

Promote Roommate Evict

Connect Utilities Assign Unit

Month to month Apply Deposit

Reverse Move In Charge



Bookkeeping Reminders/Policy

13. After the move-out day you may only hold a home for _____ days and then the new resident needs'to
take possession. If the home is already vacant, then they must take possession within ___ days. By taking
possession they do not have to physically move-in, however their lease would start this day and they begin
paying this day. In all other situations the waitlist option should be utilized until a home is available for
them. Please contact your Regional Manager if you have any questions.

14. When a resident on an old lease (non-FPG lease) breaks their lease, the Rent through the lease end
charge should be coded to 5168 Term Fee with the ledger note:
* Lease Termination: charge for rent through lease end

Also, make sure you are coding the fee for not giving 60-day notice to 5164 Notice fee. This should NOT be
coded to rent

15. In states where residents can still reside in their homes after paying off evictions, we will send a 30-day
notice after filing a second eviction.

16. Vendor utility refund checks should be coded as a credit to reduce the expense of the month, rather
than 5170 Utility Reimbursement, which is used when we charge back utilities to resident ledgers. This was
the 5170 category will truly show resident utility income on the financials.

17. No Utility chargebacks should be added to ledgers for:

* less than 3 days of service or less than S5

or

* less than S5
This is to avoid starting new residents off on the wrong foot by billing back for only a day or two of service.
For anything over 3 days or S5 we should charge back usage plus a $5.00 daily fee. The $5.00 daily fee
should be charged if the utility bill is not put in resident’s name at move-in. It should not be charged if
resident changed the bill out of their name after giving notice or when the bill is a final bill.

18. Vacant thermostats should be set to 80 in summer and 55 in winter. Walk every vacant unit every 72
hours to check for burst pipes and squatters. For model, open/close daily to save on heating and AC costs.
Make sure to send freeze warning notices to residents before the temperature drops or there is a huge
winter storm.

19. Bonus Program — All bonuses for Star redemptions, extra leasing incentives, etc. will be paid via Amazon
E-Gift card only and emailed to the email address on record for the employee. All gift cards Amazon E-Gift
cards must be ordered through the FG Amazon Business Prime Account. VISA, store gift cards, are not
permitted. All bonuses must be logged on the bonus spreadsheet.

20. You are required to check Month-To-Month leases every Tuesday to ensure that rents are at market rent
and all other changes are at current rate.

21. When submitting payable batches that require any Deposit Accounting adjustments for past residents,
please send the updated Move Out statement to the accountant with the Payable batch so they can review
at the same time.



Bookkeeping Reminders/Policy

22. Accountants will send out original and revised SODAs, whether there is a refund or balance due. This
means you need to make sure to inform your accountant when there is a change to a ledger after Deposit
Accounting has been completed. Sites are still responsible for trying to collect outstanding balances.

23. Transfers within the same property will be given a 3-Day “grace period” in which double rent will not be
charged. Resident may pick up keys to their new unit on Friday with the new unit lease beginning that day
and return the keys to their old unit on Monday.

24. Charge back 30 days notice as one flat month of rent and 60 days of notice as two months of rent
instead of calculating the notice fee based on the number of days left in this month + net month’s prorate,
etc. For example, if a resident gave notice on 2/15 and moved out on 2/20, they gave 5 days notice so you
can divide their rent by 30 and multiply by 25 days to get the notice fee still due. No need to charge the 8
days left of Feb + 17 days of March to get the total.

25. Common area utility spreadsheets should be copied and pasted each month and then overwritten with
the current month’s info.

26. When emailing your accountant to update market rents at your site, please make sure to include a
screenshot of the current market rent schedule in the email so everyone is on the same page with what the
current rents are that need to be increased.

27. Carpet Vouchers - Upon renewal each home is given a carpet voucher — good for one free carpet
cleaning within 60 days of receipt. The resident then contacts our carpet cleaning vendor directly to
schedule the cleaning themselves. At the time the cleaning is done the resident should present the voucher
to the vendor for payment or leave in plain site in the apartment for the vendor if they aren’t home. The
vendor should then take the voucher and staple it to the invoice as they submit it for payment. Once the
invoice is received, the voucher is scanned and attached to the resident profile. Check ‘No’ on the
chargeback stamp and note “Renewal” on the notes line.

GET YOUR CARPETS
CLEANED - ON.US!

.

THANK YOU FOR RENEWING! B8

| FIRST
PACIFIC

UP, INC

OFFER VALID FOR 60 DAYS AFTER RECIEPT. VOUCHER MUST BE COMPLETED
BY A FIRST PACIFIC REPRESENTATIVE AT THE TIME OF RENEWAL




Chart of Accounts

ADMINISTRATIVE

MARKETING

ADMIN ADWER TISING

ADYER TISING- INTERNET

ADMIN SLPPLIES

ADVERTISING - OTHER

AUTO / VEMICLE [ FUEL

APARTMENT LOCATORS

EBARE CHARGES

HODEL APARTHENT

COMSULTING SERVICE

PRINTING / FORMS | MARKETING

G311

FAYMENT PROCESSING FEES

RESIDENT J PUBLIC RELATIONS

(23 b

CREMT | BACKGROUND CHECKS

RESIDENT INCENTIVE

EI16

EDUCATION | DLES

EPA cert, Pool cert, any desses, Sams membership

SIGNAGE | MARKETING

&35

EMPLOYEE RELATIONS

Employee lunches, b-days, =tc

OTHER MARKETING

&
£

LATE FEES

Late fees we are charped by wendors

LEGAL SERVICES

Mor- Bvickion legal expermes

UTILITIES

LEGAL - EVICTIONS

CABLE TV

LICENSES | MIND® TAXES [ INSPECTIONS

ELECTRIC - COMMON

Entered imto excel spreadsheet

OFFICE LEASE

ELECTRIC - WACANTS

OFFICE EQUAPMERT LEAGE

GAS - COMMON

Entered into ewcel soreadshest

OFFICE ECARPMENT

GAS - WACANTS

COMPUTER SOFTWARE

OFFICE SUPPLIES

SEWER | STORM DRAINS
TELEPHONE - CELLULAR.

TARD SOFTWARE

TELEPHOMNE - DFFICE

POSTAGE | FED-EY

INTERNET

PRINTING | FORMS | ADMIN

hon marketing prink iterms or forms:

TRASH

STORAGE RENTAL

Rent on shorage comaner

'WATER

MILEAGE REIME

empioyes mikage rembursement- fil out mileage form

OTHER LITRLITY

FIE (2B Bl R E BB E

TRAVEL [ PARKING

OTHER ADMINISTRATIVE EXP

IN-HOUSE GEN MAINT/SUPPLY

CONTRACT SERVICES

APPLIANCE PARTS

parts to repair appliances

ALARM SERVICE

DOORS (INTERIOR / ENTRY)

replacement of doors

ANSWERING SERVICE

ELECTRICAL (INTER. / EXTER.)

light bulbs, elec supplies

BOILER CONTRACTOR

EQUIPMENT

repairs, purchases or rental

CARPET CLEANING

Standard carpet clean

EXTERMINATING SLIPPLIES

bibg speay, mouse traps

CARPET REPAIR

(Wark performed other than the carpet clean

FIRE | SAFETY

smoke detectors, annual fire inspection, supplies for safety

COURTESY PATROL

HVAC [ BOILER SUPPLIES

Filters, thermostats, etc

ELECTRICAL CONTRACTOR

JANITORIAL SUPPLIES

cleaning supplies

EXTERMINATING SERVICE

Weekly service & BB treatments

LANDSCAFING SUPPLIES

rake, shovel, items that we plant ourselves

HVAC CONTRACTOR.

(Contractor to repair AC and heat

LOCKS | KEYS

locks, key blanks

JANITORIAL SERVICE

(Cantract cleaning

PAINT / DRYWALL

paint, drywall, mud, tape, texture

LANDSCAPING SERVICE

(Contract Landscape

PLUMEBING SUPPLIES

toilets, ptraps, faucets, all supplies- NOT disposals

PAINTING CONTRACTOR

(Cantract Paint

UNIFORMS.

uniforms for office and maint

PLUMBING CONTRACTOR

(Contractor plumber

POOL [ REC SUPPLIES

chlorine, shock, skimmers

POOL SERVICE

(Contract pool service

WINDOWS / MIRRORS

only If we are lling the window ourselves, mirrors

ROOFING CONTRACTOR

Roof contractor- nat SP

HARDWARE

misc category- screws, door stops, etc

SNOW REMOVAL CONTRACTOR

(Contract snow removal and sidewalks

OTHER SUPPLIES

UPGRADE supplies- plumbing, elec & hardware supplies

WINDOWS CONTRACTOR

Contractor to install new windows

COVID-18 EXPENSES

OTHER CONTRACTORS

Vent dean, catch all for vendors not listed abave

EXTERIOR / CAM MAINTENANCE

REHAB / REPLACEMENT

CONCRETE REPAIRS

trip repairs that are not SP

APPLIANCES

rFrldg, DWW, stove replacements

FENCING

supplies to repair fence

CABINETS | COUNTERTOPS

GUTTERS [ DOWN SPOUTS

supplies to reapir gutters

FLOORING

Carpet, Vinyl and Plank replacement

PARKING / DRIVEWAYS

DRAPES / BLINDS REHAB

Al Blinds

PAINT (EXTERIOR)

curb paint, fence paint

ELECTRICAL FIXTURES

ROOF REPAIRS

supplies to repair roofs in-house

HVAC REHAB

AC and furnace replacement, A-coils, Heat Pumps

SIGMAGE [ MAINTENANCE

poles

PLUMBING FIXTURES

(Garbage disposals, tub surrounds, water heaters

SNOW REMOVAL

ice melt/salt (not contracted snow removal)

ROOFING REHAB

STRUCTURE IMPROVEMENTS

RESURFACING

(Contract resurfacing or supplies for resurfacing

OTHER EXTERIOR/CAM EXP.

UNIT UPGRADES

UP APPLIANCES

|UP items are for Unit Upgrades ONLY

UP FLOORING

UP INTERIOR PAINT- CONTRACTOR

UP INTERIOR PAINT- SUPPLIES

UP RESURFACING

UP CABINETS/COUNTERTOPS

UP LABOR

UP SUPPLIES

UP ELECTRICAL- CONTRACTOR

UP PLUMBING- CONTRACTOR.




Commission Process

Commissions are due to your regional at the beginning of every month. Check your task calendar to
find the official date. Your Regional will let you know if they are needed sooner for a particular month.

Site manager should review all leasing and renewal files before submitting for commissions to be paid.
The manger will review the following:

v" All information in Yardi is entered correctly: name, lease term, lease charges, roommates
entered, emergency contact entered, renter’s insurance, etc.

v' Check that lease copy, applications, etc. all correctly sighed, completed, and saved in site server
Move-in inspection sheet completed and saved with move-in photos

Commissions will be paid the month after move-in & are paid with second paycheck. Commissions will
then be paid with the second paycheck of every month.

Emergency transfer no transfer fee paid- No commission
Transfer when lease up- Pay renewal bonus
Transfer mid lease with transfer fee and extended lease term- no commission paid.

Manager discretion to void any commissions if all paperwork and procedures are not followed.

No commissions paid to past employees if full 2 weeks’ notice is not fulfilled.

% commissions paid to past employees for their leases if full 2 weeks’ notice is fulfilled.
*Commissions vary by site.

Commission Logs are found in the Accounting folder on your site server in the location shown below.

Maintenance Team members will be eligible for up to $120 monthly bonus. The percent paid is based
on the recapture percentage for the renewals.

Maintenance Team members will also be eligible for $100 on-call bonus when they’re on-call during the
weekend.

puter = D Drive {D:) -~ Data = SITE SERVER - 55 SITEHR ~ Commissions = 2015 = 08-2015

En ~  Print  New folder

Name Date modified Type

Y| 55 Closing Ratio 06-05-15 6/5/2015 1:14PM Microsoft Excel 97-...

5355 Commissions Updated 06-10-15 7/9/2015 12:35PM Microsoft Excel 97-...

[ 55 May Renewal Log 05-31-15 6/3/2015 12:14PM Microsoft Excel 97-...




Commission Process

* Your commissions log will need to be filled out completely
as shown in the example below, and all numbers checked
for accuracy. Check with your Regional Manager for the
structure for your particular site.

PROPERTY:
MONTH:
AGENT:

THE ORCHARDS
6/1/2015-6/30/2015

Lana Katsafanas

RESIDENT

APT#

MOVE IN DATH

APT TYPE

RENTAMOUNT

LEASE TERM

Jamie Bott

092238

5/9/2015

2BR

$699.00

12 maonths

Katherine Cherry

094638

6/12/2015

1BR

$599.00

12 months

Christopher Canales

09681C

6/12/2015

1BR

$599.00

12 months

John Davies

09761D

61272015

1BR

$609.00

£ months

Rachel Alexander

097628

6/16/2015

1BR

$609.00

12 months

Khrystal Jackson

092820

6/19/2015

1BR

$599.00

12 maonths

Diamond Fountain

09803B

6/22/2015

1BR

$684.00

12 months

Haley Stratton

100238

6/26/2015

2BR

$784.00

12 months

o | OR [OR | 6R |OR | R [ OR |65

Leasing Agent

Manager

Lana Katsafanas

7712015

7712015

Mew @ 100%
Rnwl @ 80%

TOTAL BONUS




Commission Process

Commiission Report Instructions

c In CRM Select Reports -> Custom -> Commission Report

lE: @ Dashboard Q Search [ Reports £ Calendar

. Choose the property

Enter the dates for Move-in and Lease From for the month you are doing the commission for. Pull for
Current status only.

View Report

Custom Commission Report

Estates on Main

UnitType

q Move In | 2/1/2020 q 2129/2020

Lease From | 2/1/2020 To  2/28/2020

. Click View Report (Top Right Corner)

Custom Commission Report

{ 1 of 1
Commission Report
Property: em

Month:
Agent:

Unit Code  Unit Type Sgft Reident Name Market Resident Concession Lease LeaseTo Lease Commission  Agent Attachments.
Rent Rent From Term

53108 emibl Keily Hernandez 755.00 740.00 2/712020  2/8/2021 12 Alexis Cozart

Leilani Douds 740,00

Whitney Brigg: et pof,
8.pdf,

. Click on the download icon and choose Excel



Commission Process

Once it’s in Excel format review each unit and make sure the following are included in the attachments:
Lease, ID’s and move-in photos. Please make sure that all attachments should be named for easy review.

Commission Report

Property: em
Month:
Agent:

Unit Code | Unit Type sqft Reident Name Market Resident Concession Lease  Lease To Lease Commission Agent Attachments
Rent  Rent From Term
53008 emlbl | 705.00 Antonia Walker 705705 127122019 31152021 15 Whitney 53005 Move In Photos.pdf, 53008
Briggs Quote Sheet.pdf,

Attachment_p0274241__Sep27201
$114712 pdf,
Attachment_p02 RentalQuali
fications_Audit_Sep262018120820
pdf
Attachment_p0274241_RentalQuali
fications_Sep262015104357 pdf
Attachment_p0274241_Upioad_Pict
urelD_Sep262019091809.jpeg,
Attachment_p0274241_Upload_Pro

ofofincome1_Sepz62018082332.pn

g
Attachment_p0274241_Upload_Pro
ofofincome2_Sep262018082353.pn
g
Attachment_t0077072__Dec0S201
9112407 pdf,
Attachment_t0077072_Audt pdf,
Attachment_t0077072_Lease_Dec
052018104951_Archive.pdf
Attachment_t0077072_Leass_Dec
052019105851_Archive.pdf
Attachment_t0077072_Lease_Dec
052018110757.pdf, Walker 53008
Letter from Doctor 10-02-19.pdf,
VWalker 53008 Pet Photo 10-19-
18.pdf, Walker 53008 Reasonable
Accommodation 10-03-19 pdf,
Valker 53008 Vaccination Records
10-18-19.pdf

Once all are reviewed and accurate delete column N (Attachments) Highlight column and click delete in
top tool bar and choose delete column.

Enter the amount of each commission.

Unit Code Unit Type Sqgft Reident Hame Market Resident Concession Lease Lease To Lease Commission Agent
Rent Rent From Term

emib1 705.00 Antonia Walker 705 705 12142018 3152021 15 Whitney
Briggs

emzal. 1282.00 Deanna Hefton 95 89 12212018 3222021 15 Whitney
Briggs

emzcl. 49, Audanay Knight 2 12802019 382021 Whitney
Briggs

Teliza Davis 12212018 1202172020 12 Amanda

Buccilla

Gerald Lipsey 5 5 121242019 12M14/2020 12 Amanda

Buccilla

Michael Scott 120812019 12772020 Amanda

Buccilla

Hunner Ramsey 1202702019 12/28/2020 Amanda

Buccilla

Kiaoying Liu 5 785 120312019 6/25/2020 Amanda

Buccilla




Commission Process

1% Share i Co

Y
_/

> AutoSum o+ 2? (

/\
Once all are entered sort by Agent rmat Sort & Find &

- &’ Clear~ Filter = Select -

Editing

Click on Custom Sort — Choose Column M (Agent)

B C
Commission Report

Property: em

Unit Type Saft Reident lame Market Resident Concession Lease  LeaseTo Lease  Commission Agent
Rent _ Rent From Term

el 70500 “Antona iaker 705 705 242015 152021 15 Vintney
Briggs

em2als 128200 Deanna Heton aes 121212018 3222021 15 Whiney
Eriggs

Audanay Knight 019 3/B2021 Whiney

Briggs

Telisa Davis 4 Amanda

Buccilla

Gerald Lipsey 1211202013 12412020 12 s Amanda

Buccila

Michael Scoft 12612019 12712020 12 s Amanda

Buccila o EES

Hunner Ramsey 122712018 1212812020 s Amanda

Buccila

Xianying Liu 12/21/2018 £/28:2020 Amanda [ - 2dd Level || X pelete Level |[ [[3Copy Level |

Buccila

||:H Options... | My data has headers

Column sorton Order
Sortby | Column M [+] ceinvalues [+] Atez [=]

Leasing Agent

Manager

OTAL COMMISSION —
Cancel

You have to highlight the worksheet only to sort by Custom

Commission Report

Property: em
Month
Agent

Unit Code Unit Type Sqft Reident Name Market Resident Concession Lease Lease To Lease Commission Agent
Rent Rent From Term

S3008 emidy Antons Waker 705 708 12142019 INS2021 15 Viheney
Brigos

$340C eolat Deanna Heton 89% W222021 15 Vineney
8rggs

$100C enlct Aulangy Knght et 2 2 s ) VWheney
Brigos

53458 emiat €92 00 Telsa ODavs 695 & 12/ Amands
Buccls

en2c 1845.00 Sheronds S 2019 121142020 12 Amands

Francs Buccis

em2ct 18645 00 Gerald Lpsey s 12122019 12142020 1 Amanda

Buccls

€52 00 Ledsni Douds 5 2 127202020 Whtney
Brgos

1649 00 Michaei Scont . 1272020 12 Amanda

Buccls

135500 Munner Ramsey 2 12272019

Xecyng L

Leasing Agent New @

Manager ] Rowi @




Commission Process

. Log into Commission Spreadsheet in the server.

. Copy and paste the info per agent into the worksheet on the server only need to copy Unit Code — Commission
(Columns B-K)

PROPERTY Estates on Main Leasing Goal 12
MONTH December Net Leases 8
AGENT: Whitney Briggs 70% of New Leases per Jane " 0666666667

UNIT # UNIT TYPE SqFt. RESIDENT MARKET RENT | RESIDENT RENT | LEASE FROM LEASE TO LEASE TERM COMMISSION
53008 emibl 708 Antonia Walker $705.00 §705.00 12114119 03/15/21 15 $60.00
5340C em2ai 5 1282 Deanna Helton $895.00 $895.00 12/21/19 03/22/21 15 $60.00
1100C em2cl.b 1649 Audanay Knight $946.00 §945.00 12/06/19 03/08/21 15 $60.00

$180.00

Leasing Agent  Whitney Briggs 1/5/2019 New @ 70% $126.00

Manager Ciara Banks 1/5/2019

TOTAL COMMISSION $126.00

" Telisa Davis | TUUTTTRERE0s  2EiEeze iz 40

Gerald Lipsey 5885 12M22019 12M4/2020
Michael Scott 120672019 12172020

Hunner 122712015 12/28/2020
Ramsey
5 Xiaoying Liu 1203152019 G2W2020 [ 20

PROPERTY Estates on Main Leasing Goal 12
MONTH December 2019 MNet Leases 8
AGENT: Amanda Buccilla 70% of New Leases per Jane

UNIT # UNIT TYPE__| SqFt. RESIDENT [ MARKET RENT | RESIDENT RENT | LEASE FROM | _LEASETO | _ LEASE TERM COMMISSION
53458 emial 594 Telisa Davis 595 595 12/21/2019 12/21/2020 2 540 00
10754 em2c1 5 1649 Gerald Lipsey 5985 00 5985 00 1211219 12/14120 2 540 00
1075G em2c1.5 1649 WMichael Scott 51,070.00 51.070.00 12/06/19 12/07120 12 540.00
52906 em2b1.5 1395 Hunner Ramsey 592500 5925.00 1202719 12/28/20 12 540.00
5311G em1d1 975 Xiaoying Liu 5785.00 5785.00 23119 06/29/20 5 520.00

$140.00

Leasing Agent Amanda Buccilla 1/5/2020 New @ 70% $98.00

Manager Ciara Banks 1/5/2020

TOTAL COMMISSION $98.00

Complete the top portion and calculations are at the bottom as normal.



Commission Process

FIRST PACIFIC

Applicﬁfinn Chénklist

The following checklist should be fully completed and uploaded to CRM to receive each commission.

Applicant Name(s)

Fhone Number

Ut

MI Date

Leaze Term

Application Process
Application complete and zigned

Application fees paid
Applied under a special

Info entered in CEM

Scan Fhoto ID

Fun and grade rental reportiz] _
Additional documents required

FPay =ubs received
Sxrent &

Income &

Guarantor
4¥ rent &

Income &

Update CRM
Submit to BEyanne for review
O Approved

O Denisd/Canceled
Notify Applicant(=z)]

If Approved: Earnest Money Paid

O Approved w/additional deposit

Make Ready

Inspect unit & tale move in photos
Move-In Photos in CEM
Enszure keys are made and in key box

O Apartment Keys

O Mailbox Keys

O Fool Key

O Laundry Key
Prepare move in packst and gift bag
Follow up prior to move in

Expected arrival time:

Application & Lease Charges
Application Feez §
Admin Fes 2

Rent &

Pet Rant

Treility $

Zhort Tarm &
Security Depozit §
Additional Depozit §
Fet Depogit &

Fat Faa &

Carport §

Move In Frocess

Electric account number #

Water/Sewer account #

Gasz account number #

Enter Licenze Flate #

Email leaze 3 dayszs out & info sheet
Countersipn leaze 2 days out

All paperwork siemed and in CEM
Move in balance paid NOT ACH §

Feview move-in packst with resident|s)
O M Checklizt
Like Uz on FE
Ferident Partal
Eeleaze keys and move-in gift
All docs have been upleaded & saved
Manager post MI in Yardi
Verify ledger at Zero balance

Follow up 48hrs after mowve-in

Lemcin g Agent:

Mansger Approwal:

Motes:




Employee's Mame:; Date:
The following O Warning [J Separation wasissuedtoday anditis to be made part of the official record.
Manager Mame: Department:

REASON FOR WRITTEN WARNING

This is a disciplinary action forthe reason(s} given below. It willbecome a permanent part of the
Company's personnel file foryou.

PERFORMANCE IMPROVEMENT PLAN

I HAVE READ THIS REPORT AND ACKNOWLEDGE THAT THE CONTENT S WERE DISCU SSED WITH ME.

Employee Signature Witnessed By

Manager Signature Witnessed By

HUMAN RESOURCES: DATE:

7/29/2024




Daily Task List

Every morning you will send out a daily tasks email. This email will consist of tasks that need to be
completed for the day and reminders and announcements such as: scheduled appointments and tours,
inspections, move-ins, move-outs, etc.

The daily task email will summarize the CRM calendar, property calendar and daily task calendar for each
day.

You should list out specific tasks assigned to each team member and are required to include a quote or
meme to motivate your team.

Hi Team, Happy Thursday team!
It’s another rainy day in Ohio, you know what that So excited to have Aaliyah here today!! The toilet project is
means...RAINBOWS! starting to wrap up and so is the week. We have 2 turns to wrap

up and 1 to start! | know the turn are keeping us busy, but we
really need to knock some WO out too! Lets lease these
apartments, collect some $$ and have a great day!!

Rains

llN YOUR PARlDE

have an egg-cellent day!

LO0H U})

withoul the rain

| hope its eggs-tra good!

Mckenna
Send pest notices for 1-305,1-306,1-205,1-206
Walk 5-301 Make Ready @ 4:30 PM

Amanda Managers meeting 3-4 PM
* Opening Procedures Review NTV's
e  Work Order Follow Ups Work applications with Aaliyah-Luis, Gomez need to be
*  Work Queue submitted
* Walk Make Readies with Marcus Send MTM letter to 4-208
Delinquency-door knock those filed on
Marcus
* Application Updates Aaliyah
* Facebook Posts Clear queue/follow ups
*  Work Queue 12 PM Appointment with Lori
¢ Walk Make Readies Work applications with Mckenna-Luis, Gomez need to be

e 21-7282B
. 03-




Employee Files

. All information regarding current and past employees is confidential and should be kept secure at all
times.

. Save all employee related information and forms (ex: new hire paperwork, PTO requests, reviews) in
your secure HR server folder and to the employee’s file in Prism

. Move past employees to the past employee file as employees are termed. Follow up with your regional
if you don’t have access to this.

. Employee Files

BU ~ D Drive (D:) ~ Data ~ SITE SERVER ~ ARSITE » _HR - Tier 2HR = Employee Files ~ * &3 ‘ Search Employee Files E2d

Organize v Open Indudeinlbrary v  Sharewith +  New folder

Eavorites Name Date modified Type | Size |

Bl Desktop l Current 7/19/2019 10:17 AM  File folder
& Downloads Past 5EE TIER 3 3/21/2017 3:24PM File folder
& OneDrive

| Recent Places

Libraries

To add document to Prism profile:

. Select Employee from ‘My Employees” list

. On employee page click the 3 lines inthe top right corner

Select Documents from the list

. Then select Load a document




90 Day Review

0 Day

yee file.
dar the day the new

eling and find ways we

ings the job
performance issues.
may have or voice

90 Day Review

EIPLOTEE NANE FOSTICATITLE LOCATION
START DATE SUPERVISCR REVIEW DATE
GENERAL QUESTIONS AMD DISSCUSSION POINTS COMMENTS

program could be improved?

Do you believe you have a good Team in place and are
you happy coming to work each day?

‘Other - Discuss any changes in the work place or
position / confirm you feel comfortable in office | PTO 1
Planned Vacation / Annual Review date.

Why do you think we selected you for this position?

What do you like about the job and First Pacific Group?

What's been going well? What are the highlights of your
experiences so far? Why?

Do you have enough, too much or too little time to do
your work?

What do you need to leamn to improve? What can we do
to help you be more successful at your job?

Tell me whal you den't understand about the job or First
Pacific Group. Do you have any tasks that you do not
feel you can accomplish?

Which co-workers have been helpful since you arrived?

Who do you talk to when you have questions about
work? Do you feel comfortable asking?

Have you or do you currently have any issues that have
not been resolved?

What goals do you have for the next 50 days?

As of today do you feel fully trained to perform all your
required job duties? What aspect of the training

[m]
D Remain in current position
[0  Trensfer to another posttion
D Promation to higher level responsibility (specify desired position)
[0  Other objactives {explain)
Other Comments -

SUFERVISOR OR REVIEWER'S SIGNATURE DATE

89



Employee Review: Annual

* Employee reviews are due annually within a week of an employee's work

anniversary.

* Complete reviews at least 2 weeks in advance to have your area/regional look

over them.

* Please be sure to fill out the top section of page 1 and then all highlighted

areas.

* Remember to give tangible goals for the team member to reach, for
example, Increasing revenue by 6% by next review, 1 positive google
review a month, taking 1 leadership course a month.

* Once your area/regional returns the reviews to you, schedule a time with the
employee to go over their review.
* Please use the specific 90-day review form for the team member’s 90-day

review.

POSITIONTITLE

COMPANY

DEPARTMENT -

LOCATTON

EVIEWTNGMANAGER/SUPERVISOR LASTREVIEWDATE

CURRENTREL

Performance Rating

Fails to meet Iia:’:s.elio meat Fully mests
Standards SlanJaﬂs Standards

Exceeds Farexceeds
Standards Standards

GENERAL PERFORMANCE FACTORS RATING

COMMENTS

General Overview taking in to account the following:

Quality - Degree to which finished assignments are done
accurately, completely and in accordance with guidelines
Quantity — Amount of work produced by employee as
compared with the expected standard for this position
Dependability - Employee's reliability in completing
assignments within established deadlines and schedules
Also, employee’s consistency in attendance and meeting
other generalwork rules.

Initiative — Extent to which employee sees whatneedsto be
done and does without beingtold. Includes helping other
employees, departments, and customers

Organizational & Team Relationships — Effectiveness of peer,
customer and supervisory relationships. Includes courtesy
and sincerity in dealing with others, willingness to follow
guidance from supervisor, etc

Type general mto and over-view

Quality- notes
Quantity-notes.

Dependability-notes
Initiative- notes

Team Relationships —notes

Current Strengths:
( combine with employee self evaluation )

Type bullet pomted notes here

Area’s for improvement:

‘What can the employee do (within performance of current
position)that would enhance his or her contributionto the
companylorganization? (Area'sthatthe employee may need
to pay attentionto / factors upon which employee will be rated
next period)

Type notes here

Goals for 2015:
( combine with employee self evaluation )

List goals here with numbers- try to list at least 10

Employee Feedback:
( combine with employee self evaluation )

Thank you for your self-evaluation,
incorporated these goals into your revis

What is the employee's longer-termobjective for employment
with the company/organization?

Salary Package 1 PTO available] Planned Vacation
Enterin hourty or salary base

Enterin bonus structure- renevalaleases

Grace Hill Trainings — how arc they doing

Potential for quarterty NOI Bonus- amount

§___paid towards bensfits

Uniforms

PTO hours asof

Remainin current position

Transferto another position

Promationto higher level responsibility (specify desired position)
Other objectives (explain)

Overall Rating (circle one)

Fails to meet 'f:':s'amlo mest Fully meets Exceeds
Standards 513,“.;3 s Standards Standands

Farexceeds
Standards

Overall Rating
Type overall notes here

SUPERVISOR OR REVIEWER'S SIGNATURE

EMPLOYEE'S SIGNATURE™ DATE

**Acknowledges receiptonly. Comments can be provided onthis form oron a separate sheetif desired.




Evictions

Evictions should be filed with your attorney per the collections policy in your lease. (Generally, the
20t of the month)

After filing a second eviction on a resident, we send a 30-day notice for them to vacate, except in CA.
The section shown below should be included in your lease to outline this policy.

Timely Payments.  Owner insists upon payment of the rental installment on the due date, and the acceptance of late rental
payments along with compensation as allowed by law for costs of processing late payments shall not be construed as a
course of dealing or waiver of any rights that the Owner may have by virtue of the payment of rent instaliment after the due

date. Resident is advised that if Resident shall fail to make rent payments on or before the due date two (2) times in any
twelve (12) month period, it shall be construed as a material breach of this lease agreement.

Follow the below Delinquency Guide to collect delinquency and prevent evictions

Cover the lease at the time of move-in and clearly outline the payment process and importance of paying
on time is vital to training the residents to make their rent payment their #1 priority.

It is important that you make constant contact with the residents when they are late on rent. Here is the
basics for contact (always go above and beyond this).

Follow the Monthly Task Calendar for specific deadlines as they do fluctuate every month

Serve your notice of Non-payment timely. If rent is late on the 4t the Non-payment notice needs to be
served on the 4t unless it is a Sunday. Anyone that owes over $100 should be served a notice of non-
payment.

Always require payment in full to avoid chasing small balances.
 If thereis a balance under $100 — send balance reminder on the 7th.
* Send again every 4 days until paid

Make contact with all delinquent residents on the 7th. Get them to commit to paying no later than the
15t Remind them every day their balance is increasing (for sites with daily late fees).
* If not contact by the 12t serve a 24-hour notice of entry to check for occupancy.

You will make contact ever othe ntil you have a firm date of payment.




Evictions

. The day before filing evictions you must knock on doors for anyone that has not paid and try to
collect ASAP. Remind them of costs to file and the eviction process. Serve NASTY GRAM — has notice
of entry stated on the form. If no answer — check for occupancy.

. Evictions are to be filed no later than the 20t of the month bust must be filed on the date indicated
on the monthly task calendar. There are no exceptions to this rule. Only Sarah Young or Jane Gray can
give an extension on filing evictions. Once filed, place them on evictions and charge the legal fees.
Once they are put on eviction they will be locked from the portal so they must contact you to make
payment. Instructions for placing on eviction are below.

. After filing you will reach out every 3 days prior to court to try and collect full payment. If no
communication, you will need to serve notice and check for occupancy every 3 days until contact is
made. If not paid by court, serve 24 hour notice to check for occupancy the day after court ad then
serve every 3 days until they are out or put out by the bailiff.

Example Delinguency Report

AR Delinquency Report 09/2019

Owed office Phone Home Phone Notes

33501N 0076396 Wahl, Ashley £820.00 (616)655-3137 | GT 9/9 Paying 9/13

38521F 0047104 Danigls, Maurice £735.50 (516)385-9441 GT 9/9; Paying on 912

386021 0240220 Moare, Devon $877.50 (313)585-0045 GT 9/9; EM 9/10; Sent 24 HR notice 911

38602N 0043857 Poliice, Craig $972.00 (616)272-5844 |GT 9/9;: EM 9/10: Sent 24 HR notice 9/11
Attended court, working on paying to stay and will let me
know Friday!

38721M 0055984 Ulmer, Naguan £848.90 (313)894-7580 GT 9/9; EM 9/10; Sent 24 HR notice %11

3830 1N 0232107 Leatherman, Sheryl $1,107.50 (616)438-5217 |GT 9/9; EM 9/10; Sent 24 HR notice 9/11

38802N 10075445 Mccoy, Daejahnae $1,062.00 (616)309-6743 GT 9/9 Paying by the 18th

339018 0238931 Geiger, Kelcey £399.50 (616)916-5027 | Paying by 9/16

339026 0075497 Carter, Keiman £888.50 (616)516-3281 |GT 9/9; EM 9/10; Sent 24 HR notice 9/11

389224 0075250 Enge, Quintin £877.50 (516)292-5952 Paying on 913

39001H 0076036 Hernandez, Felipe $1,193.50 (616)585-7515 (618)589-7515 |Paying on 9/19

391220 0075341 Lewis, Alexander $855.50 (616)264-4371 GT 9/9; Paying on 9/11

392024 0062032 Gutzki, Jennifer 589,40 on MNotice, incorrect amount on resident services

39221] 0060265 Frandis, Levi $1,082.00( (516)448-8424 | (616)448-8424 |GT 9/9; Paying 9/13

393024 0075043 Peltier, Kevin $1,010.50 (616)265-6612 | (618)634-4689 |GT 9/9; EM 9/10; Sent 24 HR notice 911

35402N 0065279 Swartz, Andrew $1,066.00 NSF Payment 9/11 sent 7 day, NSF form, and emailed

39601C 0069154 Mackie, Laura £353.00 (616)316-5753 | (618)916-4143 |GT 9/9 Paying on 13th

- Eviction - Employee No contact

Eviction Process

* Once the file is sent to the attorney the Manager / Assistant Manager will enter the eviction into CRM and
charge the attorney’s fees/. You will enter the eviction date as 12/31/99 as this will put the unit on notice
and we don’t want it to get leased as many pay to stay.

* If they pay you will then take them off eviction.



Evictions

* This will take some monitoring so please make sure you look at the move-out date before offering a unit
to lease.

To Place on Eviction in Yardi:

* From the resident screen choose Actions and then click Evict

states on Main 4 Back to Search

Jazmien Watkins Transfer Unit

Reverse Move In
Renew Lease
Resident CUrrent I prevens nice Apartment # 5325D

Resident ID: 10244072 Meveln 12142018 Unit Type: em231.5

Assign Unit
Lnase Exp Adjust Lease End
Last Login: Notice
Rent
Balance: 147950 Evict
Late/NSF Count:5 /0

Month te Month

Screening

Promote Roommate

profile  Vehicle additional Lease Detas NTV Roommate Ride Application s gilling & Payments Interface

25 | 5325 Great Oak Drive #53250 Fax (614) 592-6308

* Enter the move-out date of 12/31/2099. Click Save. DO NOT post the term fee as this will only be charged
if they move out.

o~ ACTION REQUIRED: Renew Lease

e | Evict
Evict Date *| 62172019
Moveout Date *| 12/31/2009

Reason for MoveOut * | Eviction

Post Early Termination Fee

* If they pay you can Cancel Evict under Actions

Jazmien Watkins el
Adjust Move Out Dates
Move Out
Resident Eviction = " . Apartment # 53250

— unit Type: e




First Republic Check Scanning

Using the provided website login with your new
username and password:

Enter “First Pacific Group” in the entity name and your
unique login name and password, then click sign in.
Your login name should be your first initial and last
name.

You may get an error message.
Click the hyperlink “Click

here to reload
this page” to
get to the
website.

Click here to reload this page

There is a Training module in the Toolbar for you to
test out the checkscanning process to familiarize
yourself with the steps:

Home

Capture -

Login

Entity Name

First Pacif

Login Name

ewagner

Password

T

Sign In

C Group

Forgot Password

Change Password

Windows System Validation | Mac System Validation

Transmit -

Analytics -

Sorry, an error occurred while processing your request. Please contact your system administrator.

Training ~ Admin ~

.~ |

Fome  Capture ~  Transmit -  Analytics ~  Training ~

Welcome

Messages

To scan in checks for
deposit

go to Capture =
Create/Edit

Deposit or click the
Merchant Deposit link:

Admin ~

:00am pacific to 5:30pm pacific

Catalina

v84 are unable t

the

Capture

nd edit deposit transactions

Transmit

Transmit t ons and review transaction status

cate data history

Training

Leam the most out of your application




First Republic Check Scanning

Select the date, Location, Account to deposit the checks to, input total Deposit amount and click on Create New
Deposit:

Create or Edit Merchant Deposit

New Deposit

Date 08/11/2020

Location FIRST PACIFIC GROUP

Account San Lorenzo Court As (80000184391)

Deposit

Amount 7,681.84

This will generate a Deposit Ticket which contains the inputted/selected information. Place checks in scanner
(light should turn from green to orange on scanner). Click on Scan.

Location: FIRST PACIFIC GROUP  San Lorenzo Court As (80000184391)

Item List Routing Transit
2C 0 B3 @ ¥

Document Type Amount

g Deposit Ticket 7,681.84
Accou

Amount: $7,681.84 o

Account#: 80000184391

Amount

Account Desc: San Lorenzo Court As Deposit
Credit Date: 20200811 .

User: ewagner Ticket Deposit Name
Location: FIRST PACIFIC GROUP

7,681.84




First Republic Check Scanning

Checks must be divided by property and
can only be scanned and deposited to
one property at a time. Check that the
light on the scanner is green:

Insert the checks into the scanner
facing outwards:

Check that the light on the scanner turns
orange once the checks are inserted:

If there are any issues there will be highlighted lines in Yellow

to click and correct.

To navigate:

Step Action
1 Press the Enter key on the keyboard for each item viewed.
2 Use “Flip” to view the back image and to return to the front image.
3 Use the tool bar at the top right to adjust the view of the image.
4 Continue to press the Enter key on the keyboard until all items are

reviewed.

Make the necessary adjustments to the transaction as needed.




First Republic Check Scanning

CORRECTING DEPOSIT AMOUNTS

Enter the correct value for the highlighted fields using the image displayed. Include the cents value; the
decimal point is not needed. The system automatically marks the last two values as cents.

DELETING ITEMS

Items may need to be deleted from the transaction. This could include items with incomplete information.
Follow these steps to delete items:

Step Action
1 Highlight appropriate item.
2 Click Delete.
3 Click Yes to confirm deletion.

DELETING DUPLICATES
To delete a duplicate follow the steps above.

If “Possible Duplicate Item Review™ is'shown, compare the two images or item details to determine if the
item is a duplicate.

If Then Result
If the item is not a Click No. The item remains in the
duplicate, transaction, but will be

flagged for central
processing to review further.
If the item is a Click Yes. Then click Yes | The image data is

duplicate, to confirm deletion. permanently removed from
the transaction. This effects
the transaction balance,
which may require a final
review of each item.

Physically remove the item from the scanner.



If unable to captt
warning and continue proc

FINAL BALANCE

When all the deposit items have been captured and corrected, the transaction may need to be balanced if
the deposit amount has changed.

Press Enter on the keyboard after reviewing each item.
Select “Use the scanned amount”.

If there are no issues it will show the remaining as 0.00 and Deposit is balance and ready to be closed in
green: (see next page)

7/29/2024




Deposit 7,681.84 - Checks 7,681.84 = 0.00

Item List

Document Type Amount
E/ Deposit Ticket 7,681.84
@ Check 7,681.84

Item Details

udit Trail Status Message

7/29/2024

Location: FIRST PACIFIC GROUP  San Lorenzo Court As (80000184391)

Item: 2 of 2

BERKADIA COMMERCIAL MORTGAGE [ZEFEDNUNBER |~ TCHECKNO ]
323 NORRISTOWN RO, SUITE 300 0761439

AMBLER PA 15002-0000 - -
{ Protectad by Payee Posttive Pay) T
0

SEVEN THOUSAND SIX HUNDRED EIGHTY-ONE DOLLARS AND 84 CENTS

old efier 180 days -

$an Lorenzo Court Apartments
39 Ayila Street
San Francisco CA 94123-0000

*0?E L3I 030002254 2079950066738

Deposit is balanced and ready to be closed.

Out of Documents

Routing Transit

‘ 031100225

Account
| 2079950086738
Serial

0761439

Amount

7,681.84

99



Close Transaction

It will give you 3 options:

Select Release when the deposit is correct and okay to process. 5

Now it will have your deposit batch highlighted in blue. Select Transmit

Selected Deposit if it is correct and okay to process to the bank:

Home  Capture ~  Transmit ~  Analytics ~  Training ~  Admin ~

Transmit Status

Filter

Type Status Description Amount Processing Date Posting Date Acknowledged Date Location Batch ID In Balance

@ Deposit Released San Lorenzo Court As (80000184391) 7,681.84 08/11/2020 FIRST PACIFIC GROUP Yes

It will show the highlighted when deposit has been transmitted successfully, Status will go from Released to
Acknowledged.

Home Capture ~ Transmit Analytics ~ Training ~ Admin ~

Transmit Status

Filter -

Status Description Amount Processing Date Posting Date Acknowledged Date Location Batch ID In Balance

Acknowledged  San Lorenzo Court As (80000184391 7,681. 08/11/2020 08/11/2020 08/11/2020 11:10:00 AM PDT | FIRST PACIFIC GROUP Yes

Click the PDF icon to print a report.

Home  Capture ~  Transmit ~  Analytics ~  Training ~

Transmit Status

Filter -

Status Description Amount Processing Date Posting Date Acknowledged Date Location Batch ID In Balance

Acknowledged | San Lorenzo Court As (80000184391 7,681, 08/11/2020 08/11/2020 08/11/2020 11:10:00 AM PDT FIRST PACIFIC GROUP Yes




If you are in the
connectivity, the syste

HOW TO COMPLETE A DEFERRED TRANSACTION

Follow these steps to complete a transaction you have deferred or a transaction that has been deferred
because of a power outage or internet connectivity issue.

In the main capture screen, highlight the transaction to complete.
Click Edit Deposit.
Complete the transaction in the capture screen.

Release the transaction for transmission.

7/29/2024




First Republic Check Scanning

If you ever need to pull up the deposit confirmation again or research previous deposits, you can go to
Analytics = Reports:

Home Capture - Transmit ~ Analvtics ~ Training ~ Admin -

Capture

Create, correct, and edit deposit transactions

o @ H
ote Deposit Update 4.1.1 Chrome Version [/ M 0S Mojave and Catalina™= Transmlt
End-users using the new Remote Deposit Application on Google Chrome v84 are unable to either login or Transmit transactions and review transaction status
capture items. The workaround for this issue is to access the application using Internet Explorer 11.The
majority of impacted users are using Windows 7. Deposit 24/7 version 4.1.1 is no longer certified with this
operating system as it is no longer supported by Microsoft. End-users still using Windows 7 should
upgrade to Windows 10 at their earliest convenience for continued support.Mac 05 Catalina 10.15.5 and Majave

upgrade thei s ina 1 e 10.14.6. No Work around has bee H ] tis .
currently researchil ue to soluti Ana|yt|c5
Monday - Friday1-800-221-9777 opt 16:00am pacific to 5:30pm pacific
Reviggeegenerate, and locate data history

January 3, 2013 @

Select Deposit Reports then click Deposit Detail. Enter a start and end date, select the location and an
account(s) and click Generate Report:

Home Capture ~ Transmit - Analytics ~ Training -~ Admin -~

Reports

Admin Reports . .
= : Deposit Detail
Deposit Reports
Start Date 08/11/2020
Deposit Adjustment
End Date

Deposit Detai 08/11/2020

Deposit Detail (by Deposit) Locations FIRST PACIFIC GROUP

Deposit Detail (with Custom Fields)

Deposit Summary SR San Lorenzo Court As (80000184391)




First Republic Check Scanning

Click the Print and/or Download icons.

Home Capture ~ Transmit ~ Analytics ~ Training ~ Admin ~

Erin Wagner ~ sign «

_

DepositDetail 171 &, * )

Deposit Detail Report
First Republic Bank
Report Created on 8/11/2020 1:23:54 PM by ewagner
Presenter: FIRST PACIFIC GROUP Date Range: 8/11/2020 - 8/11/2020
Location(s): FIRST PACIFIC GROUP Account(s): 80000184391
Research ID AuxOnUs Transit Routing Account Number Process Control Amount
Location: FIRST PACIFIC GROUP ~ Acct: San Lorenzo Court As (80000184391)
User: ewagner ~ ltem Count: 2 ~ Deposit Amount: §7,681.84
: 8/11/2020 ~ A 8/11/2020 1:10 PM ~ Posted: 8/11/2020
510016690 80000184391 319 $7.681.84
0761439 031100225 2079950066738 ($7,681.84)
Total ltem Count: 2 ~ Total Deposit Amount: $7,681.84

Deposit Summary will show you the deposits that were processed for the chosen account:

Y
Frast REPUBLIC

Deposit Summary Report by Transaction
First Republic Bank
Report Created on 7/13/2016 2:31:20 PM by rowenako
Presenter: FIRST PACIFIC GROUP Date Range: 7/13/2016 - 7/13/2016
Location(s): FIRST PACIFIC GROUP - Scanner 1

Transaction Acknowledge Date Posting Date Amount Item Count
ID

Location: FIRST PACIFIC GROUP - Scanner 1 ~ Processing Date: 7/13/2016 ~ Account: First Pacific Group
(80001495861)

1 7/13/2016 2:12 PM 7/13/2016 $35.00

Deposit Details will show each specific check:

4
FirsT REPUBLIC

Deposit Detail Report
First Republic Bank
Report Created on 7/13/2016 2:34:33 PM by rowenako
Presenter: FIRST PACIFIC GROUP Date Range: 7/13/2016 - 7/13/2016

Location(s): FIRST PACIFIC GROUP - Scanner 1 Account(s): 80001495861

Research ID Aux On Us Transit Routing Account Number Process Control Amount

Location: FIRST PACIFIC GROUP - Scanner 1 ~ Acct: First Pacific Group (80001495861)
User: rowenako ~ ltem Count: 2 ~ Deposit Amount: $35.00
Processed: 7/13/2016 ~ Acknowledged: 7/13/2016 2:12 PM ~ Posted: 7/13/2016
510016690 80001495861 319 $35.00
027187 041000124 4252629946 ($35.00)
Total Item Count: 2 ~ Total Deposit Amount: $35.00




First Republic Check Scanning

You can also search for specific checks by going to Research:

Home Capture - Transmit - Analytics ~ Training - Admin -

Capture

Create, correct, and edit deposit transactions

Transmit

ac 05 Mojave and

tion on Google Chrome vB4 are unable to either login or Transmit transactions and review transaction status
i ing I 11.The
vith this

Analytics

Re
Rep

Input search parameters.

Example: Search by “Check amount”. Enter Start and End dates, Location, and Amount equal information.
Click Search and it will bring up the results.

Research Search for Deposit Item

Start Date End Date
Research Deposits

Search for Deposit Item :
Locations

Search for Deposit Transmission FIRST PACIFIC GROUP Select All

Look for

Check

Where

Amount

Select a field in the list or search by field name..




First Republic Check Scanning

Click on the line to get to the check image.

Item Research Results

View Trans 0] Process Date Source Location ABA Number Account Serial Amount

8/11/2020 Scanner FIRST PAC GROUP 031100225 2079950066738 0761432 $7,681.8
»

Show Custom Fields

Check image scans are available on the website for 60 days from the date they are scanned in.

Item Research Results

View Trans il Process Date Source Location ABA Number Account Serial Amount
3-2 8/11/2020 Scanner FIRST PACIFIC GROUP 031100225 2079950066738 0761439 $7,681.8

»

Show Custom Fields

20 C ¢ 8 @ ¥ Lvenror

o e v s i Account: 2079950066738

BERKADIA COMMERCIAL MORTGAGE WELLS FARGO BANK T FEDNUMBER ] _IGHEGKHNO %= Amount: 7681.84
323 NORRISTGWN RD, SUITE 300 : .
AMBLER PA 13002-000 0311 0761435 Routing Transit: 031100225

0
( Protected by Payee Positive Pay) e
August 04, 2020

T

Process Control:
Tracer: 20200811900326130000300002

T Auxiliary: 0761439
SEVEN THOUSAND SIX HUNDRED EIGHTY-ONE DOLLARS AND 84 CENTS Description: Check
EPC:

Source: Scanner
San Lorenzo Court Apartments

39 Avila Street

San Francisco CA 94123-0000 ’—: % \4 é 2

Void sfer 180 days

"OPE kLIS 203002250 20799500EG738

For setting up users and access/permissions changes contact your Regional Manager

For troubleshooting related to computer settings please call First Republic’s help line at 800-221-9777,
option 1 (Hours of Operation: Monday through Friday, 6:00AM PST until 5:30PM PST).

When you have a receivable that is unable to be scanned into First Republic & needs to be mailed to the bank,
please scan and save a copy in the resident’s attachments in Yardi in case the original is lost in the mail.

This check or Money Order should be entered as a separate receivable batch. Send the check to the bank with
the self addressed stamped envelope and write “For Deposit Only” and the account number on the back.



Elearning — First Pacific University

Reporting
. To track you teams progress click Visit Group Supervisor — Reporting Mode

FIRST PACIFIC UNIVERSITY

o ) Becky Pilapil

’
¥ 6 Achievements

. Then click the Reports Tab to bring up the screen below. Use the filters provided to refine your report
1. Report Type

2. Date Range

3. Property, Job Title, etc.

FIRST PACIFIC UNIVERSITY

&y el 88

Dashboard; | Reports Users

Filter:

Group:




[ Irindl

Event Summary

1 Events

0 RSVP

0 Attendees

e Spent Learning

Event Test Summary

0% Awvg Passing Grade

0% Avg Grade
NaN Avg Attempts

1 of 1 = v
Top Courses Course Summary ~ PopularkEvents
8 Started
7 Completed
3hrs 82 Pages Read
9hrs Spent Learning Non
2hrs
Pro—
a3 Test Summary
T 36mins 97% Avg FPassing Grade
sEmins 53MinS 51% Avg Grade
1.20 Avg Attempts
5 Test Passed .
Mo Data Available
6 Test Attempts
Avg S et
O~ user Activity Status Passing ~ e ots
Score
i . Completed: 1 Passed
D Wagner, Erin AO 200 -Voyager 1099 Processing 12/512019 87% 1 Attempt
. . . Completed: 1 Passed
D Wagner, Erin AP 104 - Voiding Checks in 7S 121012019 100% 1 Attempt
i . S Completed: 1 Passed
D Wagner, Erin AR 108 - Creating Non-Person Receipts in 7S 121012019 100% 2 Attempts
i L Completed: 1 Passed
D Wagner, Erin BR 100 - How to Do a Bank Reconciliation in WVoyager 7S 121212019 100% 1 Attempt
. . - ) Completed: 1 Passed
D Wagner, Erin BR 150 - Using Reconciling ltems in Woyager 7S 121212019 100% 1 Attempt
D Wagner, Erin BR 200 - Bank Reconciliation Reports in Voyager 7S Mot Completed
. ) Completed:
D Wagner, Erin FGHR 102 - Benefits Overview 121012019
D Wagner, Erin FGHR 103 - Midwest HR Employee Platform Review Srakits
' 12/30/2019
D Wagner, Erin BF 200 - Budgeting and Forecasting Setup Mot Completed
7/29/2024

FIRST PACIFIC GROUP, INC.

FIRST PACIFIC

0 Test Passed
0 Test Attempts

rs

Next

s s
Spent Detail

3hrs

55mins

33mins

53mins

36mins

1hrs

1min

2hrs

15secs

107
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FIRST PACIFIC UNIVERSITY

Reports Users =

First Mame
Erin|
Advanced

D Name

Last Mame

Email User Name

D Wagner, Erin ewagner@fpacific.com ewagner0713

Page |1

User Info

First Mame:
Last Name:
Email:

Phone:

7/29/2024

of 1 Page sizez|20 v

FIRST PACIFIC UNIVERSITY

Group Learning Plan Track Course History Event
Erin Address:
Wagner City:
ewagner@fpacific.com State: California
ZIP/PC:

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.

o

User Name

I visit Student Mode

Edit ~

ew1-10of1

[ Visit Student Mode

108



FIRST PACIFIC

Dashboard  Reports Users =

Group Learning Plan 1 Course History

Role Complete By Progress

\ccounting in 88 %
completed

on 11/07/20
completed

on 12/05/2019
completed

on 11/04/20
completed

on 11/04/2019

otential Rent in 75

Voyager 1
Erin Wagner

AP 101 - Adding Vendors in 75
> 102 - Introduction to Payables in 75 Review «
AP 103 - Committing and Proc g Payments in 75 1% >
completed Actions ~

- . ~ N - completed
> 10 iding Checks in 75 on 1:510;2015
completed
on 11/07/20

AP 105 - Using AP Templates in 75

Assign Courses

ch

Name

Accounting Office Challenge
Public
Accounting Setup Challenge
Public
Accounts Payable Challenge
Public
Accounts Recaivable Challenge
Public
AO 101 - Chart of Accounts in 75
Public
AO 102 - Charge Codes in 75
Public
AO 103 - Standard Account Trees in 75
Public
AO 105 - Introduction to Journal Entries in 75
Public
AR 103 - Adding Quick Charges from Payables in 75
Public
AR 104 - Reversing Charges in 75
Public
AR 105 - Writing Off Charges in 75
Public
AR 109 - Using Quick Receipts in 75
Public
AR 110 - Reversing Receipts in 75
Public
AR 111 - Marking Non-Sufficient Funds in 75
Public
AR 112 - Reapplying Receiptsin 75
Public

Page 1 lof27 » m Pagesize: 15 v




Elearning — First Pacific Group

* To modify the due date once assigned, click the 3 dots next to the info box and
select edit due dates. Enter the new due date for the course.

Dashboard  Reports Users =

1 Accounting Office Challenge not started
A0 104 Mark Completed
[~ AC Edit Due Date
- AD Remaove
L Remove & Send to History

Lw A

Give Author Permission

[
[
[

e A

o o w W W W W oW o w W W
m
b

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



General Reminders / Policy

1. Lease Signing Workflow

* 6 Days from Move-in: Leasing team sends email asking for utility confirmation numbers, confirming
their move-in date & charges, and asking if anything needs to be changed or added, like a pet or
parking, etc.

* 4 Days from Move-in: Phone call to obtain confirmation numbers if not yet received and request all
pet documentation be received. Let resident know they will be receiving the lease agreement to
sign and once countersigned they will be able to log into the portal to pay their move-in fees.

* 3 Days from Move-in: Manager generates and finalizes the lease to send to the resident to sign.

* 2 Days from Move-in: No more than 2 days before move-in, the manager countersigns the lease.
Leasing calls/emails to let the resident know the lease has been countersigned and they need to log
in to make their payment prior to picking up keys. Set appointment to pick up keys.

2. Application Approvals — Ruanne reviews all applications for all sites. Jane reviews criminal for all sites.

3. Transfer Policy — Unit transfer system function in CRM will only be used when ALL residents from one unit
are ALL transferring to a new unit on the same property. If any resident from the old unit are leaving or any
residents are being added to the new unit, the Transfer Function in CRM will NOT be utilized. If old residents
are leaving or new ones being added on, they will all go through the Online Application process to register and
reserve the new unit and will be auto screened to qualify for the new unit. Even though we are making them
register like new, does not mean we cannot still use the ‘transfer’ verbiage and our ‘transfer’ policy when
talking with the resident.

4. Service Animals — Will be tracked via memos in the resident data. Select Service Animal as the type. Enter
the animal that was approved and the date. This should only be once the Reasonable Accommodation is
approved by the Regional. Enter all that you are knowledgeable about now and add upon renewal going
forward.

5. Lock Out Policy — In an effort to assure we are acquiring identifying information from anyone who has been
locked out of their apartment a Resident Directory will be emailed to the Manager and Maintenance
Supervisor EVERY Friday. The report must be printed by 3pm on Friday and placed on a clip board by the key
box. If On Call Maintenance is called out for a lock out, they are to check the report FIRST to assure the
person wanting access is a Resident with legal access. The On Call person will check the ID of the caller. The
ID # must be written on the attached form with the rest of the required info in the box in the left-hand corner.
Please note that most properties are charging $50 but the attached form needs to be updated if your property
charges more. This Lock Out form should be left on the clip board with the resident info, so the manager call
apply the charge the next day

6. HR Communication - Only regionals will contact HR (MidwestHR). Managers will bring any issues to
Regionals attention and not be copied in the correspondence with MidwestHR. Regionals will inform
Managers once the issue is resolved.



General Reminders / Poli

7. Cancelling a NTV - Effective immediately, when a resident wishes to cancel their Notice to Vacate, you
need to regenerate the NTV form from their resident account and delete out all information with excepti
the following:
1.Date- Enter the current day's date
2.Reason For Moving- Click the drop-down menu and select 'Rescind NTV'
3.Community Suggestions- Enter 'Resident is cancelling their notice to vacate'
4.Click Save.

You will then Preview and regenerate and finalize the Notice to Vacate form in Online Documents which will
email the resident (s) to sign that they are cancelling their notice. Once all residents have signed, you will
countersign and cancel their notice via the Leasing Actions button.

8. Criminal Denial Policy - Updated criminal denial:

(c) Management can deny any applicant whose tenancy would reasonable be expected to have
a detrimental effect on other tenants, the environment of the community, or where an
applicant’s history would evidence an inability to comply with the lease terms or a likelihood of
interfering with the management staff.
(d) Anyone having been convicted of a felony offense against persons and/or property or
involving controlled substances or deadly weapons. This is included but not limited to
conviction of distribution or manufacturing of a controlled substance, physical violence,
destruction of property, sex offenses and criminal activity that would adversely affect the
health, safety or well-being of other residents or cause damage to the apartment community.
(e) Anyone currently under Parole or Probation Supervision.

9. Last Minute Renewals - For any pending renewals in the ‘Selected’ status that are due to expire, the
Renewal Lease proposal should be Cancelled later than 5pm on the day the lease expires. This is done by
clicking on Scheduled Renewals and clicking the cancel button next to the resident. Create a calendar
reminder on the day leases are due to expire at your property to check for expiring leases that have not
signed the renewal. This will remove the option to ‘Sign’ the document in the Resident’s Portal. Resident will
automatically roll Month-to-Month the following day. If they decide that they want to renew, create a new
proposal for the 1st of the following month and approve it. The resident can then Select the proposal and a
new renewal lease can be generated and finalized. If this process is not followed, we should NEVER counter-
sign a Renewal Lease for a resident who has rolled Month-to-Month.

10. Leader of the Day - Leader of the day (office) Each day a new team member will be leader of the day for
the office staff. The leader will assure the daily task list is being completed and confirm with all if any
assistance is needed to stay on track. The team member will set an intention for the day such as a goal or
guote. This will allow each team member to learn to lead and to know they have a voice as part of the tea

11. Maintenance Huddles - In order for all of Maintenance to know what the priorities of the day are eac
team will hold a DAILY Maintenance Huddle. In this huddle work order, turns and any projects for the d
should be discussed. Work orders should be assigned and Make ready checklist provided for the units
will be turned. Each meeting should only take approximately 15 minutes. This huddle will also allow
guestions to be answered first thing in the morning and to make sure no emergencies occurred over
There will be a different team member who leads the huddle each morning but, the maintenance s
will provide the information. This will allow all to become comfortable leading a team and knowin
a voice as part of the team.

7/29/2024



General Reminders / Policy

12. Make Ready Dates - Make ready dates will not default beyond 7 days. OH & Ml set to 5 days effective
8/23/19. All sites to have the following policy as a "safety net" : ONLY managers cancel applications and
correct make ready dates. Ruanne to review make ready dates before denying an application and then will
adjust after it is denied

13. Applications Valid for 75 Days - Please note the highlighted area in which we are allowing an application to
be valid for 75 days from the date of application. If they lease a unit outside the 75-day window they will be
required to provide current proof of income on the 60th day and criminal and eviction check will be re-run to
assure no issues have popped up.

14. Income Criteria —

1). One month's worth of paystubs is the required method of verifying income. If you do not
have your last month's paystubs, we will require written employment verification and the
past 2 months of bank statements.

2) Add to criteria, applicant is required to provide confirmation proof of utilities in their name
prior to move in. If utility debt is in their name, either confirmation of pay off or confirmation
number is required.

15. Remove Roommate — Manager / Assistant Manager should complete the process
. All Remaining leaseholders must submit their 2 most recent paystubs to confirm they qualify.
o All leaseholders must have been screened through Fp. If they have not, they must be screened

o If aguarantoris being removed. Screening must be run on the remaining residents — if additional
deposit is required, must be paid prior to guarantor being removed.

. Once all paystubs have been received and any screening required is completed, send to Ruanne to
approve the removal of the roommate.

. Once approved by Ruanne, generate the Roommate Rider.

o Ifthe primary resident is the one leaving, you must first complete the roommate rider to remove
them. Once signed by all leaseholders and countersigned, you can then use the Promote
Roommate function.

o If roommate is leaving, you can use the roommate rider as instructed.



g'mf

i ratrie Risk Solutions, Inc.

FIRST PACIFIC
LIABILITY CLAIM REPORTING FORM

EMAIL COMPLETED FORM TO rs-inc.com or FAX TO 224-330-6437

Claims@

GENERAL LIABILITY - When an individual other than an employee is imjured onsite, or that individual's property is
damaged, this report is to be completed by property management or security. This report should be submitted to Great
Prairie Risk Solutions (by email to claims@gprs-inc.com, or faxed to 224-330-8437) within 24 hours of the incident.

Photographs of the accident site must be taken as soon as reascnably possible and sent in with this report.
This Report is not to be given to the Claimant or to any representative of the Claimant. It is for our records only.
The following information must be provided when reporting a general liability claim:

PROPERTY INFORMATION:

Froperty:

Address:

City:
Regional Mgr:

Phone:

Property Manager:

INCIDENT INFORMATION (ONME FORM PER CLAIMANT):

Date of Incident: Time of Incident (AM/PM):

Person Reported To: Date Reported: | Time [AM/PM):

Name of Claimant: Male or Female:

Address: City:

Home/Cell Phone: State: | Zip:
55# of Claimant: (55# is required if this is an Injury claim_)
Date of Reason on Property
Bortt o (Resident/Guest! Home Fax: E-Mail:
) General Public/Employee):

PHOTOS MUST BE
TAKEM.
Date/Time Photos Taken:

Lighting Conditions: Outside

Weather Conditions

Injury/Property Damage Description:

Exact Location of Incident (on Property):

Initial Medical Treatment (ER/Hospitalized/Physician/Clinic/On-site/No Treatment):

Name of Medical Provider:

Address: City, State, ZIP

Estimated Cost to Repair Property: $ Were Police/Fire Depis. Called?

MName of Fire Dept. Responding: Hame of Police Dept. Responding:

7/29/2024 114



Tech Support

[FIRST PACIFIC]
TECH SUPPORT




7/29/2024

All deposit accounting before the 25th has been
completed?*:

Resolved all outstanding balances?*:
All receivables have been entered?*:

All payables have been entered and financials
have been reviewed to confirm no invoices are
unpaid?*:

Time America and OT Logs up-to-date?+:

Confirm all prepays are correct & Notify
residents?+:

Bad Debt sent to collections?*:

Updated vendor insurance obtained for next
meonth's expirations?+:

Reviewed Expiring ACH Payments on
Dashboard*:

Gracehill completed for all employees*:

Safety Meeting Submitted®:

How many evictions were filed and how many
are still pending?*:

How many turns were completed during the
month? Please provide upgrade type breakdown,
if applicable.*:

Name*:

Yes

930-1A, 966-3A, 978-2A, 1000-2A

Yes

Yes

Completing one per week to catch up.
Yes

5 Filed, 4 Qutstanding:

930-1A
966-34 (FTF)
978-24 (FTP)
1000-24

25 Turms:

3 New Golds

Krystin Brown




FIRST PACIFIC MILEAGE REIMBURSEMENT 2022
58.5 cents/mile reimbursed
Employee: Haley Cornish

Property: S5

Manth: May-22

DATE

DESTINATION DETAILED PURFPOSE OF TRAVEL TOTAL MILES

ocoooooooooooooloo|o|lo|o|o|o|o|o|o|o

g
2

DATE SUBMITTED

APPROVED BY

*Mileage reimbursement logs must be submitted the first week of the following month or will not be paid.

“*Employee mileage paid relating to on-call emergency is capped at 20 miles (each way) and measured
from your official residence on file.

7/29/2024 117



Newsletters

Each quarter you will submit the information for your community newsletter. Each site has it’s own
newsletter featuring community announcements and reminders, resident giveaways and events, a
calendar of important dates, and events going on in the area.

You will submit this info via the FG Marketing Order System. The link is found on the Employee
Resources webpage.

Marketing Tools:

If you need inspiration you can view past newsletters by clicking the view example link
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chlk# 1005 Pet fee/rent Reversed by ctrl£1238000 | 570.00 [I.[I[I 1237014

| Returned check charge | 50.00 50.00| 1669016
| Late fee due to NSF | 55.00 105.00| 1663017
PEF chargeback due to NSF | 25.00 13EI.L'IEI 1669018

chk# 1005 NSF receipt Ctrl£ 1237014 | (570.00)| 700.00| 1238000
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Submit A Shout Out!

Submit your Shout Outs below.

Your name * Community

Shout Out Recipient *

Your Email Regional Email *

name@fpacificcom name@fpacific.com

Shout Out Details *

Need Attachment?

Choose file or drag & drop here

I Submit Shout Out l

7/29/2024 FIRST PACIFIC 121

FIRST PACIFIC GROUP, INC.



PTO Request Process

All PTO requests should be made through the Employee Portal.

Once logged in, click Request Time Off in the Paid Time Off Section on their dashboard.

FIRST PACIFIC

Pay

Most Recent Pay Statements.

Paid Time Off

Planned Taken  Available
0 Hours 71 Hours 25.07 Hours

Jump to Your Transamerica Account

gTRANSAI\lERICA

Click HERE to access your Transamerica Retirement Services
Account.

Check Out These Entertainment Deals!

MemberDeals

EXCLUSIVE MEMBER ONLY OFFERS
Click HERE to access great deals available through MemberDeals and
MidwestHR!

Benefits

FIRST PACIFIC 2000 DEDUCTIBLE

FIRST PACIFIC
SINGLE
Effective 01/01/2020

FIC ER PAID LIFE & AD&D

Events

i

No Events Scheduled

New Messages

No Unread Messages

Select PTO 40hours for regular full time employees from the PTO type dropdown and enter Dates, Hours

and Comments. Then click submit.

* PTO Type

PTO 40hours

nclude Weekends

* Start Date

3/13/2020

Comment

Vacation

Review Hours

Mon 03/16/2020

8 h

Request Total: 16 Hours

Cancel |

* End Date

You will then receive an email to approve the PTO request. If it is approved by your regional please add it
to your site’s HR/PTO calendar that you share with your regional.



Reviewing Payroll in Time Clocks Plus

Use the Employee Resources link to login to Midwest HR Manager

MidwestHR

WManager Login

Click on My Payrolls on the top and then Time & Labor

Application Suggestions

Time & Labor
My Support Team

Time & Labor Scheduler
Director of Pay
. Michealle Klenotic
v (530) 755-2103

mklznatich@mic

You will be taken to your Time Clocks Plus dashboard which shows a quick overview of items that may
need your attention such as Required Approvals, Missed Punches, and Overtime logged.

To review punches, you can click on Hours on the top menu and then review Individual Hours or Group
Hours for your employees

Individual Hours Group Hours

Note that you can review hours by updating the start date and stop date manually, or by selecting a
period from the dropdown, such as This Week, This Period, or Last Period and clicking the Update
button.

Job Code Filter

) This Period
Showing 1 records of 1 Selected O recort

-
TR TR Hours

Q:’ -:/ Notes &




Reviewing Payroll in Time Clocks Plus

. If you need to edit a punch, select the row and click the Manage button (or hover over the row you want
to edit and right click to see your options) where you can click Edit, Delete or Add break.

f/ :I Motes Edited & Time In Time Out Hours Shift Total WeekTotal Job Code

4/27/20 y 5.00 1 - Waork
Edit ! 1.00 150 - Missed Break

Delete : 8.25 1-Work
Split segment by length
Split segment by percentage

1.00 130 - Missed Break
8.00 1-Work
Add break ] 1.00 150 - Missed Break
Toggle break . 8.00 1-Work
Audit L

1.00 150 - Missed Break

rent photos
8.00 1-waork

. To Edit, you will get a popup window where you can change the date in/out & time in/out. You can also
indicate if you are updating due to a missed punch, and whether the person is currently clocked in with
the check boxes on the left. If this shift may result in payroll add a note indicating what the approved OT
was. After adjusting click SAVE

ndividual is clocked in

Time sheet entry 42712020 09:00
Edit actual time im 412712020 05:00

Missed in punch

: 1- Work
Missed out punch




Reviewing Payroll in Time Clocks Plus

. To add a missed break, you will enter the start time and length on the popup and click Save:

Add Break

N 5/4/202009:00 AM

ut 5/4/2020 06:00 PM

. To Add a shift, click the Add button where it will bring up a popup exactly like the Edit Segment popup,
where you can fill in all info about the missing shift. Only the available options for that specific employee
will show in the dropdown list:




Reviewing Payroll in Time Clocks Plus

* In Group Hours you can select a period to show all employees’ punches for the period.
You can edit here as well!

*  For Regionals who want to view only one property’s hours at a time: click the Employee
Filter button and go to Employee Role, where you will select both hourly and salaried
employees at one site to see everyone.

. When you have reviewed the hours for an employee and they are correct, you have to
Approve them in the system. You can do this in Individual Hours or all at once in Group
Hours. Pay special attention to any PTO taken each period, and make sure it has been
entered correctly!

a <
a <

<]
<]

<]
<]

<]
<]

<]
<]

<]
<]

00000000000 O
Oo0OO0Oo a &
0000 a

. Before submitting payroll, all employees will need to approve their own time one of two ways:
. Signing printed timecards (as we have done in the past)
. Via the TCP employee approval boxes per the instructions below:

. Employees will log into the time clock the same way they would Clock in, and selecting Log on
to Dashboard

5/5/2020

04:31:42 PM

Select Company First Pacific Group Inc 8164

LEAVEON RETURN FROM
LUNCH LUNCH

LOG ON TO DASHBOARD




Reviewing Payroll in Time Clocks Plus

Then View - Hours

LEAVE ON LUNCH RETURN FROM LUNCH

Hours Last Punch Messages

. Navigate to different weeks:

Mavigate Period

Prev Mext

04/25-05/01

. And select all checkboxes to approve all hours submitted. Employees can select the top box with the E v/
to approve all of their hours in the period. This will take the place of employees signing timecards for the
period.

. It’s ok if some employees approve online and others sign the report, as long as everyone approves each
payroll that is submitted by the Tuesday of payroll week.

To review hours for termed employees

. From Individual Hours, you can use the Employee Filter to included terminated individuals- Take away
that check mark for Employee Status and hit Filter, then you can find them in the list:

@ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION

INDIVIDUAL HOURS *

SertbyiDe

Search

Showing 83 records of 88
Jamie Harroun

Connor Westhoven

Cathecine Steffen




Reviewing Payroll in Time Clocks Plus

. Reports

. Navigate to Reports - Period Reports

Period Reports Scheduler Reports

. The reports in the Payroll & Job Code categories will be most useful to review. Complete Payroll shows
each employee’s punches each day, weekly totals, and a summary of Regular/OT/PTO hours. Feel free to
browse around and see which other reports you find useful.

. You will select the Payroll category, and the Complete Payroll report, then change the Period to This
Period (either by typing it in the field or selecting it from the dropdown) and click the Preview button to
generate. You will get a popup while it generates but it should be very quick, and then you can select the
Preview button to see the report. Once you have approved all payroll, this is the report you can print for
employees to sign and save on the server.

Date
Qut

Time
Qut Ovi2

Day Total

07:48 AM

05:51 AM

09:00 AM

09:00 AM

07:49 AM

06:00 AM

05:45 AM

Job Code

427
4/28
4/29

4/30

04:52 PM 0.00

03:00 PM . B . 0.00

05:00 PM

05:00PM 2

03:00PM 1

5.07

9.15

Week 1 Totals:

05:45AM 1

03:00PM 1

Week 2 Totals:

Period Totals:

JOB CODE BREAKDOWN

Description Regular  Overtime 1 Overtime 2

1

Work

58.40 0.00 0.00

Job Code 1 Total: 58.40 0.00 0.00

PTO

16.00 0.00 0.00

Job Code 2 Total: 16.00 0.00 0.00

Period Total: 74.40 0.00 0.00

. Another useful report is under the category Job Code - Job Code Group Detail. Again, change
the period and click Preview to see a more condensed version of all hours logged.



Reviewing Payroll in Time Clocks Plus

Tahnas Backett 1-Work 427 07:48 AM 427 04:52 PM 9.07
1-Work 428 05:51 AM  4/28 03:00 PM 9.15
1-Work 5/107:49 AM 5/103:00 PM 7.18
1-Work 5/4 06:00 AM 5/5 05:45 AM 23.75

1-Work 5/5 05:45 AM 5/5 03:00 PM 9.25
2-PTO 4/29 09:00 AM 429 05:00 PM B.00
2-PTO 4/30 09:00 AM 430 05:00 PM 8.00

Subtotal for 1: 74.40

. Job Code Group Summary is even more condensed, just showing totals for the period:

Tahnae Beckett 1-Work
2-PTO
Subtotal for 1:

Annastasia Tuttle 1-Work
Subtotal for 3:

Rebecca Filapil 1-Wark
150-Missed Break
Subtotal for 4:

Recommended Settings for Managers in TCP

All of the items below can be found if you navigate to Hours—> Individual Hours and click the Options
button:

Display section under Worked Hours, this will show actual times in addition to rounded times
for all employees- you may or may not want this enabled- your call!

Display actual punch times in addition to rounded times
. Display section under Worked Hours, this will show the day of the week for all punches:
#| Dizplay day of week for each time infout
. Display section under Worked Hours, this will show Total hours for each day:
#| Display total hours for each day

Warnings section, this will stop the popup from asking about rounding actual time each time to
edit:

= Warnings

Actual Time

v inen editc

Ahways promp




Reviewing Payroll in Time Clocks Plus

. Settings section, this will enable the system to round for manually entered shifts:

Rounding

#| Perform punch rounding on added shift segments

#| Perform break rounding on

How to Clock in and Out

There are 3 ways to clock in and out of TCP from any device within the office (Note that we have IP addresses
and Geofencing set up)

1. From Prism- All employees can access Time Clock Plus from your prism portal log in, you will see Time Entry
on the left menu, this takes you to a window to clock in /out.

2. From the appropriate direct link below, also on the employee resource page. Employees need a User ID
which is their employee number. Managers can pull IDs from Prism for their employees. Employees will also
need to use the last 4 digits of SSN as the password.

FG: https://306519.tcplusondemand.com/app/webclock/#/EmployeelLogOn/112-8164/8164
FF: https://306520.tcplusondemand.com/app/webclock/#/EmployeelLogOn/112-8166/8166

3. Using the app, see instructions below, download from the Apple or Play Store - TimeClock Plus v7
MobileClock app ( note FF employees have other configurations)

. After downloading, it will need to be configured with these settings:

First Pacific Group

Scheme: https

Host: 306519.tcplusondemand.com
Port: 443

Namespace: 112-8164

Then the Employee ID from Prism
PIN: last 4 of SSN

. When clocking in on the App, you have to click Clock In, and then Continue on the next screen before
you are actually clocked in, per screenshots below:


https://306519.tcplusondemand.com/app/webclock/#/EmployeeLogOn/112-8164/8164
https://306520.tcplusondemand.com/app/webclock/#/EmployeeLogOn/112-8166/8166
http://306519.tcplusondemand.com/

Reviewing Payroll in Time Clocks Plus

ul AT&T = all AT&T = al AT&T = 1:39 PM

. MobileClock
< )
6/4/2020 01:39:20 PM

Clocked out Confirmation (Clock In)

Erin Wagner

Information

Clock In operation
successful

Ok

Hours
Last Punch

Messages

Items to Note

° A punch showing in green means this is a Missed Punch that has already been given Manager
Approval. Without the approval, it should show in a bolder blue.

° The rounding can only be applied to manually added segments and clocked in/out segments, not edited.
Manually added segments are added through the Individual Hours feature by the manager. Edited
segments were originally recorded by the employee clocking in/out then a manager goes to Individual
Hours to adjust the time in or out.

° Daily hours will not round correctly if an employee selects “Leave on Lunch” instead of “Clock Out”

. If someone is unable to clock in from their phone while in the geofence, it may be due to their wifi so
they should try the following troubleshooting steps to see if they are able to log in after any:

1. Turn off wifi to disconnect, and then reconnect to wifi

2.  Restart their phone

3.  Have a manager or someone else try to clock in on their own phone at the same spot to see if it might
be a phone or carrier-specific issue



Edit Segment

[ individual is clock:

[[] Timesheeten

[ Edit actual time

Timein

Time out

< type

] Missed in punch

Job Code

d out punch

Custom

GROUP HOURS

12020

Sortby: 1D Startdate

Employee Filter Job Code Filter

In order ta increase performance and enhance the functi

Selected 0 records

56 - Billy Harris

HNotes

Time Worked

Mote

Location

10/30/2020 Open Weeks

Stopdate Period

Time Worked Filter

ity of our software, Group Add Hours has

Time in Actual time in

Feedback

Segment Length: 9.00

10/14 08:00 AM
10/14/2020 05:00 PM

NONE

1- Work

-

ESTATES AT BRENTWOOQD, Select

Options

Update

Time out Actual time out Shift total Day total

Sat 10724/ 21

Man 10/26/2020 07:34 AM

on 10 02

Tue 10/27/202008:00 AM

12:56 PM

Tue 10/27/2020 07:57 AM

Regular

‘Week total




RingCentral App - Meetings

Follow these step-by-step instructions to join a meeting via
the RingCentral app.

* Download the RingCentral App

Q_ ringcentral

RingCentral
* % % &

* Log into your extension.
e Click Join in the top left




RingCentral App - Meetings

Enter Meeting ID then click Join.

Once joined, select “Dial In” to connect audio.




RingCentral App - Meetings

* Once in the meeting click the red “Start Video” icon on the
bottom task bar to enable your camera.

149-166-6325




Referrals are to be paid after the new resident who moved in has been
living in their home for 30 days.

The applicant MUST tell the leasing specialist on the initial call who
referred them in order for the resident to get credit.

The referral credit is to be applied as a onetime concession to the
referring resident’s account after these 30 days.

This slip as well as CRM memo notes should be added to both accounts
- please scan and save to resident file as an attachment.

Resident Referral Credit

New Resident Name

Apartment
Move-in Date
Lease Term
Referring Resident
Referring Unit
Credit Entered by

Amount

*Referrals are to be paid after the new resident who moved in has been living in their home for 30
days. The referral credit is to be applied as a onetime concession to the referring resident’s account
after these 30 days. This slip as well as yard memo notes should be added to both accounts.

Page|136
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Retention Program = “: : .

00 00

resident's name, review all lease documents/key points/payi

Team member walks apartment prior to move-in with Sparkle Bucket and
leaves the gift with move-in booklet; Take move-in photos for their file.
Confirm payment in-full made with certified funds
Escort resident to their new home and indicate on map all community amenities
Hold mail keys until move-in checklist returned
Move-in follow up email (Auto Sent)

VP Letter Emailed
Follow up call on happiness with new home

Maintenance Supervisor knocks on door to go over procedures
Follow-up Maintenance door hanger

Follow-up to deliver,"Have a Great Day,"door hanger
Follow-up call/ SMS to check-in
Ongoing communication, quarterly newsletter and resident events

Blank Service Request sent to resident 120 Day Email Auto-Sent

Issue 90-day Renewal Proposal offer letter to be included on invitation with a small treat
. Email and post the offer to their door
. Send calendar invite for 30 days after notice served as offers will expire
one that has not renewed is given an additional 7 days to sign or renewal or their proposal will be deleted and a new proposal ata g

Contact anyone that has not signed a renewal or given notice

If moving, NTV is now required
Contact anyone that has not renewed or given notice to remind them of 60- day notice
30 day notice required for SC & SS
If renewal or NTV is not signed, then email the list of whose proposals need to be deleted and regenerated

Send new offer letter
Send MTM reminder

Contact Resident to remind them they will be going MTM

Thank You Email/ Survey Auto Sent
Carpet Voucher inside card signed by the team

Send Thank You Card wi Card (Must be approved by Regional )

Page|137




N

points/payment info

" Confirm utilities are in the resident's name, review all lease documents/key

Team member walks apartment prior to move in with
sparkle bucket

*  Leave move-in gift & move-in booklet

+  Take move-in photos and upload to resident'’s
attachments in CRM

Confirm payment in-full made with certified funds

Escort resident to their new home and indicate on
map all community amenities

Hold mail keys until move-in checklist returned

Move-in follow up email (Auto Sent

e VP Letter Emailed

If you ever need anything fixed, . .
Bl dodtt hastare ro-call uh » Maintenance Supervisor knocks on door to go over procedures

submit a work order online!

» Follow-up call on happiness with new home

+ Follow-up Maintenance door hanger

* Move-In Survey emailed (Auto Sent)

Happy MoveTr Day!

We're so glad to have you here,
enjoy a pizza dinner on us!

TELL US ABOUT YOUR
MOVE-IN EXPERIENCE

bitly/orchardoflanden_google

PAY RENT ONLINE!

b
JIIARD OrhcardOfLanden.com
833.207.8387
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» Follow-up to deliver, "Have a Great Day,” door hanger

+ Follow-up call / SMS to check-in

+ Ongoing communication, quarterly newsletter and resident events

FOR THE MONTH OF JUNE WE ARE
HOSTING A PRETTY PATIO CONTEST!

2020 VIRTUL COSTUME CONTEST -~ =24

Submit your costumes to our Facebook Page during the AP Rl L
month of October for your chance to win a $25 giftcard

The winner will be chosen and announced on Friday, june 26!

APRIL SHOWERS BRING MAY FLOWERS!
o  APRIL FOOLS DAY
THUR | A a2

- 1st Place Prize: ZeePad KitKat
- Ind Place Prize: Organic, Bamboo Cutting Board

120 DAYS PRIOR TO RENEWAL

+ Blank Service Request sent to resident
« 120 Day Email Auto-Sent

Page|139
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Retention Program —_—

+ Issue 90-day Renewal Proposal offer letter to be included on invitation with a small treat
+ Email and post the offer to their door
» Send calendar invite for 30 days after notice served as offers will expire

+ After 30 days anyone that has not renewed is given an additional 7 days to sign or renewal
or their proposal will be deleted and a new proposal at a great rate will be issued

3/4/2021

Nsikan Ubon
FRIDAY BASSEY

1835 SE Timbercreek Court
Blue Springs, MO 64014

Dear Nsikan Ubon, FRIDAY BASSEY and all other occupants

We are pleased to invite you to join us for anather year of residency at Timbercreek East Townhomes! It is wonderful
residents like you that make us the ‘one-of a-kind’ community that it is, and we want to make sure we are doing everything
we can to ensure you are happy in your home! We know that your home is an important place, and we are happy you have
chosen Timbercreek East Townhomes as the place where you plant your feet each day and hope you continue to do so in the
future.

We show that your current lease is due to expire on 06/07/2021 and we have made it easier than ever for you 1o renew your
lease by offering you a competitive lease rate with flexible options as well as incentives just for signing for another term. We:

have also made the signing process as convenient as ever by sending you your options to review and sign online.

5 Month Renewsl 3 Wonth Renewal 12 Month Renewsl
Rent  $1225.00 Rent  $1225.00 Rent 5122500

Trash 52500 Trash  $25.00 Trash 52500 “5 \¥  ®IT'SAREALw

Short Term Lezse Premim 57500 ShortTerm Lesee 55000 H -‘REAT TREAT

‘w—:r""‘

If you do not wish to renew your lease and you plan to move, you must sign a 60-day written notice to vacate form via your
resident portal. This form must be signed by all lease holders as well as by a member of the office team to be valid. if we do
ot receive your written notice to vacate on or before April 8, 2021, or if you fail to renew by the expiration date, you will
automatically b2 put on a month-to-month basis at a rental rate of $1225.00 with a month-to-month fee of $150.00 for a total
0f $1,375.00 plus utilities and other monthly fees at the market rent.

Prior to deciding to vacate, please share any concerns you may have with the office and we may be able to accommodate
your needs.

Again, we thank you for your continued residency and hope you continue to call Timbercreek East Townhomes home. Don't
hesitate to contact us with any questions. We hope to receive your RSVP today!

Warmest Regards,

Tumbercreek East Townhomes Management

Always at Your Service!

Timbercreek East Townhomes.
1860 SE Timbercreek Ct.
Blue Springs, MO 64014

(833) 282-1985
wvyw timbercreekegst.com

!"{W"'_‘“\} L: ‘1 QZ

Mini
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Contact anyone that has not signed a renewal or given notice

Send 15 Day offer Expiring Letter

« if moving, NTV is now required
+ Contact anyone that has not renewed or given notice to remind
them of 60- day notice
» 30 day notice required for SC & SS
+ Ifrenewal or NTV is not signed, then email the list of whose proposals need
to be deleted and regenerated

Send new offer letter

Your lease will be expiring soon.
We wanted to let you know how

45-Day reminder email will auto-send to the resident encouraging them to much we have appreciated hoving
renew if they haven't already done so You asparhof oxfiCommenity!

Atyour convenience, please review your
renewal options on your Resident Portal
and select the option that swis you best!

Follow up call to resident to remind them of the Month-to-Month fees and notice
requirements & encourage them to renew or determine any concerns they have

Send MTM Reminder

Follow up call to remind them to renew to avoid month-to-month fees.

Contact Resident to remind them they will be going MTM

Follow up call & visit the resident’'s home between 5 & 6pm if they have not signed to remind
them to renew ASAP to avoid month-to-month fees.

Page|141



+ After Renewal Thank You Email/Survey Auto Sent
« Carpet Voucher inside card signed by the team

HELP BUILD AN EVEN BETTER COMMUNITY! HOW ARE WE DOING?

Thank you i
ke 3 quick minute o evaluste our services. We

W i Please.

January 25, 2018 [ o unit: Phonet: ‘

14 Complel
5 - Compily

402 N. Sheridan Rel
UNIT#
Lawton, OK 73505

Dear RESIDENT,

Were your servies requests handied quickly and effcienty?

Everyane here at Sheridan Square would like to thank you for renewing your lease and
continuing to call Sheridan Square Apartments your home. We greatly appreciate having
you as aur resident and neighber and we look forward to continuing te create an
enjoyable and memorable experience for you at sheridan Square.

Are the grounds and common areas kept fo your satisfaction?

We know that your home is an important place and we always strive to provide the best
service we can. We would love to have your input and for you to share your experience
at Sheridan Square with us and others 5o we can keep building to be the perfect
community.

How would you rate your community amenites?

If you enjoy living at Sheridan Square as much as we hope you de, we would appreciate.
if you would leave us a review online at ApartmentRatings.com or Google.com. As
token of our appreciation, we would like to offer you a free $25 Gift Card for your time.

i
[
i
 aaeaiiat
SRRRAANNR
senegasy
staaasnsL
apseadse 2

If you do take the time te leave a review, please email the link of your rating to us in the
office at sheridansquare @fpacific.com.

Once 2gain, we would like to thank you for choosing Sheridan Square Apartments as
your home and we will continue to be at your service and aim to retain the title of
*home’ for you

Warm Regards,

Sheridan Square Team
Always ot Your Service!

‘Sheridan Square Apartments
402 . sheridan fcad
Lawon, OK 73505
353

e ot . e = vk roni

Dorrt have fime to cale us? Letus do it for you!
Would you aliow us 1o post your review of the
anonymously~ Yes ] Mo

Please return to the Management offioe or drop box.
‘wwwSheridan-S quare.com

« Upon renewal each home is given a carpet cleaning coupon - good for one free carpet cleaning within 60
days of receipt

« Theresident then contacts our carpet cleaning vendor directly to schedule the cleaning themselves

» At the time the cleaning is done the resident should present the voucher to the vendor for payment or
leave in plain site in the apartment for the vendor if they aren't home

« Thevendor should then take the voucher and staple it to the invoice as they submit it for payment
» Once the invoice is received, the voucher is scanned and attached to the resident profile

+ Check'No’ on the chargeback stamp and note “Renewal” on the notes line

GET YOUR CARPETS
CLEANED - ON.US!

THANK YOU FOR RENEWING!

D
‘&:ﬁ "
By
FIRST |
PACIFIC
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Resident

AFTER APARTMENT RATING REVIEW

TTIN 4N0d LV
SpIeY2I)

YT




Renewal Report

The renewal report should be used for generating monthly renewal tracking logs and will also serve as
the renewal commission log once all renewals are finalized.

To generate the report in Voyager from the left-hand menu:
Residential -> Workflow -> Lease Expiration Report

Enter Filters: Example - Renewal Log for May 2020 Lease Expirations
C Property

*  Lease From Date = First Day of the Month (05/01/2020)

* Lease To Date = Last Day of the Month (05/31/2020)
*  Output Type = Excel

Lease Renewal

Property/List he Output Type Attach Reports

Lease From Date 05/01/2020 Merge Reports Email Reports

Lease To Date 05/31/2020 Show Grid
Show on Portal

Click View Report

Lease Renewal
Property/List hc Output Type Excel Attach Reports
Lease From Date 05/01/2020 Merge Reports Email Reports
Lease To Date 05/31/2020 Show Grid

Show on Portal

Open the attachment and save as: Property Code Renewal Log Date (HC Renewal Log 11-26-19) and
save to the server in the corresponding month folder.

D:\Data\SITE SERVER\SC SITE\Lease Documents\HC\Renewals\_Renewal Log\2020\05-2020

FIRST PACIFIC

FIRST PACIFIC GROUP, INC



Renewal Report

. The Renewal Report will pull resident current info

Hidden Creek Apartments

Current
Market Current | Concession/ Current Current Current Current Lease
Name Rent Rent PEP Utility Trash Pet Rent Rentable Item Expiration

Dustin Evans $2,090.00 52,075.00|  $0.00 $70.00 50.00 50.00 $45.00 5/18/2020

David Harris $1,950.00 $1,950.00]  $0.00 $70.00 $0.00 $0.00 $90.00 5/25/2020
Michael Long $1,950.00 $1,758.00]  $0.00 $70.00 $0.00 $0.00 $90.00 5/4/2020
Devin Hickey $2,000.00 $1,803.00|  $0.00 $70.00 $0.00 $0.00 $90.00 5/4/2020
Natalie Kwan $1,950.00 $1,025.00[  $0.00 $70.00 $0.00 $0.00 $90.00 5/25/2020
Bruce Noland $2,050.00 $2,000.00]  $0.00 $70.00 $0.00 50.00 $45.00 5/4/2020
Patrick Del Carlo $1,950.00 $1,925.00]  $0.00 $70.00 $0.00 $0.00 $45.00 5/11/2020
Lucia Gonzalez-Sepulveda $1,950.00 $1,900.00]  50.00 $70.00 50.00 $50.00 $45.00 5/4/2020
Katie Shiver $2,625.00 52,600.00|  $0.00 $80.00 50.00 $50.00 $90.00 5/11/2020

Lijun Jiang $2,090.00 $2,000.00]  $0.00 $70.00 $0.00 $0.00 $45.00 5/31/2020

. Renewal rates will be set per your current policy. Once new rates are set proposals need to be
created for each in order for the letters to generate properly. Follow current policy for creating
proposals. Once created and approved the team will initial the cells in each column as the tracking
items are completed.

Date Lease Expires:

After After

120 Day 90 Day 60 Day 45 Day 35 Day 15 Day Renewal  Review
New New New Service Invitiation w/|Renewal| Reminder| Reminder | Visit Resident Thank You |Thank Yo,
Lease Monthly | Monthly Utility Lease Request Offer Letter | Door Letter |MTM Letter| Avoid MTM Emailed Lease Letter & & Fuel
Expiration Difference| Increase | Concession | Rent Fee |EndDate| LetterSent | & Goodie | Hanger | Sent Sent Fees. Lease Signed Survey Card

0 NB NE NE
5/25/2020 50 $50 0 0 570 22, NB NB NB
5/4/2020 519 541 5 B s 570 | 0s/08 NB NB NB
5/4/2020 5197 $22 B $ $70_ [0s/08/2 Ng NE NB
5/25/2020 5 525 50 570 | 05/22/2 NB NB NB
5/4/2020 S50 | sas S50 ss0 | 05/08 NB NE NE
5/11/2020 $25 $20 S $80 | 05/15/2 NE NB NB
5/4/2020 $50 $25 S $100 5/08/ NB NE NB

5/18/2020 s15 | s2s $0 $2,100

5/11/2020 $25 $40 St 52,64( S0 $70 15/2 NB NB NE
5/31/2020 50 525 50 52,115 50 570 29/2 NB NB NB

. Once the all renewals are finalized you will add the commission for the renewal to the commission
column and total all commissions at the bottom and note the split per team member.

Date Lease Expires: May-20

Atter After
%0Day  60Day 45Day _ 35Day 15 Day Renewal _ Review

Service  |lnvitiation w/|Renewal|Reminder| Reminder | Visit Resident Thank You|Thank You Commission

Request Offer Letter Door Letter |MTM Letter| Avoid MTM Emailed Lease Letter & & Fuel Notes Amount

LettarSent | & Goodle | Hanger | _Sent Sent Fees Lease Signed Survey card

NB
NB

NB
NB

Total at 80% $384
Susan 50% $192
Karen 50% $192

. Once finished save as “Property Code Renewal Commissions Date” (HC Renewal Commissions 11-26-
19) and save to commissions folder on the server.
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Sex Offender Websites

Missouri

Website:
http://www.mshp.dps.mo.
gov/MSHPWeb/PatrolDivisi
ons/CRID/SOR/SORPage.ht
ml

Click | agree:

Click search map offenders:

On the interactive map
search on the right side
input the property
address, select the
distance for the desired
search, and click find
address:

FIRST PACIFIC

FIRST PACIFIC GROUP, INC


http://www.mshp.dps.mo.gov/MSHPWeb/PatrolDivisions/CRID/SOR/SORPage.html

Sex Offender Websites

A map and list will
populate with the
locations and names of
sex offenders living and
working within the
searched radius:

Click the buttons to navigate,
save, or print the map.

New Mexico

Website:
http://sheriffalerts.com/cap offic
e _disclaimer.php?office=55290&f
wd=aHROcDovL2NvbW11
bmI0eW5vdGImaWNhdGIvbi5jb2
OvY2FwX21haW4ucGhwP29mZml
{ZTOINTISMA==

Check | agree to the above terms
& conditions and click continue:

Click search offenders in your
area:

FIRST PACIFIC

FIRST PACIFIC GROUP, INC

{;ﬁ;"‘m MW MEXIGO DEPANTMENT OF PUBLIC SFETY
%1, SEX OFFENDER REGISTRY

MENICO DEPARTMENT OF PUBLIC SKFETY
EX OFFENDER REGISTRY



http://sheriffalerts.com/cap_office_disclaimer.php?office=55290&fwd=aHR0cDovL2NvbW11bml0eW5vdGlmaWNhdGlvbi5jb20vY2FwX21haW4ucGhwP29mZmljZT01NTI5MA
http://sheriffalerts.com/cap_office_disclaimer.php?office=55290&fwd=aHR0cDovL2NvbW11bml0eW5vdGlmaWNhdGlvbi5jb20vY2FwX21haW4ucGhwP29mZmljZT01NTI5MA

Sex Offender Websites

WERIED DEPARTMENT OF PUBLIC SFETY
EX OFFENDER REGISTRY

On the in your area tab
input the property address
and click search:

A map and list will populate with
the locations and names of sex
offenders living and working within
a one mile radius.

Use the radius drop down menu to
charge the area searched:

Michigan

Website:
http://www.mipsor.state.mi.us/
Enter the code shown where
specified at the bottom of the
page and click | have read and
agree to the terms:

FIRST PACIFIC
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http://www.mipsor.state.mi.us/

> Michigah State Enjice Michigan.gov
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A map will populate with the locations of sex offenders living within a one mile radius:

&L Michigah Satephite—— Michigan.gov

Michigan Publc Sex Offerder Regisiry (PSOR]

G wensines

ILML-_M_:-;J;“""“
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Sex Offender Websites

Hover over the blue and red address
icons and a list of sex offenders at
that address will appear:

Oh i o @oledi)tg Obio’s Families
. ©Munce DEWiNe
Website: Ee v o o m

http://sheriffalerts.com/cap main.php?off
ice=55149
Click search for offenders in your area:

@Meﬁiﬂg Obio’s Families

o
@ MxE DEWINE

On the in your area tab input
the property address, check all
boxes for offender address
type, and click search:
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http://sheriffalerts.com/cap_main.php?office=55149
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INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

s . -
¥ Jom o a |- | Suopren L [roma e
& Copy ~
Paste & Copy B u $ -9 s ‘(-n.g oo | Conditional Format as [[&77- "¢ 1] Explanator

> ~ Format Painter Formatting = Table -

Clipboard F) i Mumber F)

e
=

§
:
;

Property: Autumn Ridge Investments, LLC (ar)
Date = 01/31/2017 - 02/27/2017

Market Resident Lease Lease Notice
Resident Unit Rent Rent From To Move In Date Move Out  Activity

Autumn Ridge Investments, LLC(ar )
Move Out
047132 David Kuckhahn 388226 535007 OFHON2016 DBI30R2017 0B{30A2016  O5/30M33T onf20izort LEQEL- e

L5253 Cheyanne Knoper azazl vroon” DIPGI2016 20T O1MEf2016 zafzme mrsvz0y

A
1
2
&
4
7]
7
8
9
10

10052920 Phillip Coryell 231021 620.00" 01220 OVINR0T OVERAZ0E  IITR0E  02F0T
FRioommates: Jerome Coryell

055035 Karinsa Swica 384026 £40.00" OIFBIZ00E  DH3I201T OMBR0IE 1232018 OUSHR0IT
Raommates: Elaine Swica

10053326 Phillip Zayas 29221H 230.00" 720 02061206 O2NER01T OOG0E 1212015 D260

10049227 Melanie Murrel T0lA 780.00" 75 OBIMH20IE  OBHER20IT OSHAZOIE DWW OUERENIT

0055572 Marcus Cummings 388226 660.00"7 540 f0F4IZ00E 10HGE201T M08 OZZHIOT D2AENR20T7

0057551 Tracey Church 39622 770.00" 75 DBOBIZNE 022608 OBI0BI2016 20412017 0200442017

10058832 James Wright Jr. 332028 g10.00" 75 W0A4E0E 101507 1042006 02000207 02001017

0059965 Misha Wood 388210 340.007 76 fHS0E (a2 THEHR0IE 02220 DH2NH20T

FRoommates: Messish Clyburn

3. Click on row 8 (the row

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

B30 [ B (DS |nm Mt [ O B8 = 8-

. Properties Reapply i
From From From From Other Existing Refresh El Sort Filter Textto Flash  Remove Data Consolidate

Access Web  Text Sourcesv | Connections | All~ Edit Links Yo Advanced | Columns  Fil Duplicates Validation -
Get External Data Connections Sort & Filter Data Tools

ﬁ Move Out

| P-rop-»erty:
 |Date =

Market Hesident Lease o Hotice
Resident Rent Rent Sqft From Date Move Dut  Activity

Autumn

 [Moveorf] ] [ Ll

| nn4Taz David Kuckhakin IBRZZE ) 5a5.00 " G40 OTON201E OEA30¢2017 OBf30/2016 05301 022017 02Ma2m?

. 4. Click on the arrow at the top of the column you want to sort by (so column C to sort by unit) and
chose sort A-Z
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1. Log-In to RentCafe

2. Choose Your Property

@ Site Manager

COMPANY CONRIGURATION x Property Search ooty B Crageee
o
15

Butvw you Wil see 0 hat of yoor propertms, cick on the Smuperty raem to 83 your eabting propesim o 30 e Add Froperty ik ebave 0 add & rew property

&y Cevurt Veageree

e Alves: Cry Caw Pomntes O LS Pelbrwo on Pona

3. Navigate to "Marketing" in the Left Menu

PROPERTY CONFIGURATION x Property Information
Sy Gadwnwed Putsbah Your Property

i s : Vr TOPeITY Websie ‘ ‘v b “:"“ ‘ J' POrMe Listing 7: AV-- ':'v;

Froperty Detaits

Porrmreity T * \ -

Matetng faee * Stemtare Type

B “ruivws
~ ety T
.....
mry  Lheed )
L v
&
Oyt
2] Ve
'Y B v
a
B N
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4. Click "Email” in the Drop-Down Menu

Q, Mahating -
Instagyam Gallery
Clasgheds
Nudge WMarksting
Laad Antnbunon & DNI
Rasdent Reterrals
Yool Meda
Residant Reterral Reparting
T

Anaweics Tracking

I Ermadl I

LA Sanagement

5. Click "Send Email"

Email

New Emad Management

sa the content Sor ernais 1h

= COm the Templaces 1
o On the Audiences 1aD, ¢

ne the reopie

resdent makes 3 payrent)

» On the Autoresponders tah, compose the body content for anmals thae RemCafe o

o Om e Actorwsoorder Tempiates Lab, customie e overall b

Welcome (o the naxt vorsion of Email Marapement. Here's how 20 get wtaned

o O he Activity tali, view and manage sent, scheduled and draflt evais

ATRANY Manualy SomSs 10 users (6.4 evem

-

It yOuUr compacy manuaty sends

ol and feel of Mborestonder semais

Activity Tompiates Audences Awtoresponders  Autoresponder Templates

v recoeds per page

Campaign Subiect

MAY RESIDENT GIVEAWAY) MAY RESIDENT GVEMWAY!

Hoppy Easter Happy Easter

7/29/2024

Createc / Updisted  Reciplent

Audience
By Type

Deade Madck on
Resitdere

Reddere
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4 Serdd Bl
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Schedute Type Statss  Actions

Dne-Time SC12022
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6. Create a New Audience, Then Click "Continue"

Create Email

Select your cudience Delow Creute New Auderce
Audwrce Daw Reacipers Pecpents ¢ Acxtem
i Asderce Last Modties Midtony Candaons M , ACvon
Karme Created Tape (1] Campaigns

7. Choose the "Resident Template"

Create Email ) Emal Managenent

Aluchence ‘ Canpagn

Select o Templote for your compaign:

<[>

Default
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6. Create a New Audience, Then Click "Continue"

Create Email

Select your cudience Delow Creute New Auderce
Audwrce Daw Reacipers Pecpents ¢ Acxtem
i Asderce Last Modties Midtony Candaons M , ACvon
Karme Created Tape (1] Campaigns

7. Choose the "Resident Template"

Create Email ) Emal Managenent

Aluchence ‘ Canpagn

Select o Templote for your compaign:

<[>

Default
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8. Create Your Email

Emal Subject

——% Emailsubject ; l0ad Image (Image Width is 540)

» Campaign Nava:!
Compose your omad termplate. If you want 20 enter HTML, dlick Sowce Preveswy !

Rowr D B I U S E2= 44N ESAn = én-:oEM

(BT «  Shpes «  fomet « fFome « Sue « A B % - . Sender Display Name: Sender Emall Address:
- First Pachie Group rareplay@ioeciic com
:i BCC:
-"

Autumn 2 Ridge i

3
bt
fi & 2dd Atachmen
g
2

e Tras

15 s a0 Important message for all
recipiants? (o schedulad propety
MaENTANE KO, Mmandatocy residene

communcaton)

Ry

Checking This Box mil ensure that ALL
OCIAONIE recens the emal, regardiess of

Subscnpoon status

!
:

9. Send Now, Save Draft, or Schedule for Later

«d Send Now (® Scheduie for Later

SEND EMAIL SAVE DRAFT
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= CHASEQ rrBUSINI

Accounts Pay & transfer  Collect & deposit  Investmients — Account management  Securlcy B privacy

Showing All accounts v

= CHASED - BUS
Accounts Pay & transfer Collect B deposit Investments Account management Security & privacy

Deposit Checks Lepasit Checks Depasit actnity Returns & adjustments Search & reporting Mare

Deposit checks

Depositintformation

Depasit to

ocation @

Deposit descrnipiion [optional) @

Deposit total (3U50) @ 5

Or use gur Check calculator | ©

Don'n imsert Chegks yer. Choose "Nexn™ [ conoinue.

Cancel
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Cheponi k. ectraity Rty i B adjustmerits Search & reporpng

Scan e

Armaure Beteunt § Aouting &

1282800 TIRDZ0ED 18 R 36

CHASE O
Pay

D ROIT BOTAATY RetLrns & adjustments Saancn & repoting

O You're almost done. Now you can send your depasit

Papecied dens s oo CLITEMS SEEOst Torw e TSR T coaan
IIEIE DD 52182800 Ju 24, 074 FIRST PACIFIC GROLP PALIDH 24 T OORP OFFRCE
&L CEETR
annad chacks Filo iy Al Ch e e
. bk @ A Sranes AL TS
L 128140 r= s1E38.00 ER T

Cancal

srmans renu Security & p

Dap: T ha- Depasit Dhecks Laspasit achhiny F&turms & ol ustments Learch & recaramg Morg ™

heer ks
0 W recched your deposin, You Can pring 3 recclpt for your reconds, =

Lale Limekcn 10 Ut M et Lorzabon Lrmpronsd dwergtion

e 24, 2004 82,828 00 FIRST PACTRC GROLP Pl €1 A1 TO) CORS OFFICT

1 5ART}
Sy oy Cheegk & B g ol % Lasirs Arnpy
! 156048 = [EERET 83835 80 _
Saar new depost

e
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Google Drive How-To’s

Google Drive Folders

-Home shows you files that Drive thinks you'll want to use. This is based on various
criteria like when you edit them, open them, uploaded them, when they were shared
with you, or documents attached to upcoming Calendar events. You can generally
ignore this folder.

-My Drive contains files and folders that you created outside of the Shared drive and
you control access to. You are able to share access and permissions to these files and
only the files you share from your My Drive will be accessible to others. To share files
located in My Drive, right click on the file...

-Shared Drive is the primary folder in Google Drive that First Pacific uses to store and
collaborate on files. Unlike in My Drive, Shared Drive and its contents are managed by
the company, though employees have access to their property’s files. Permission for
these files include view only or write permissions. Within a single folder you may only
have view access for a top level folder but then have write access as you drill down the
folder hierarchy. Please notify your manager if you're unable to access a file you
believe you should have access to. Once you are a member of a Shared Drive, the
drive will appear below your “My Drive” and above “Shared with me” in your Google
Drive in the sidebar.

-Shared with me is very different from Shared Drive. Shared with me generally are
files that you only have access to because an individual shared them with you. The
owner of those files has full control and can revoke access at any point. When
someone shares a file from their “My Drive”, it goes into the “Shared with me” section
for whoever they are sharing with. You can create a shortcut of a file in Shared with
me and move the shortcut to your My Drive or just leave it in Shared with me. Files in
your Shared Drive will NOT also show up Shared with me.

o Drive Q, search in Drive

+  New Home

Catch all folder: Su eated 5 — Files = Fo'dﬂr‘—
don't use muci h Home 99 C )

Activity

Name
Workspaces
B List of equipment

My Drive

Shared drives 20240403210712_001.pdf 2u

B Site AR
» B Ssitesc

20240402220616_001.pdf 2%

< I ¢

HC Office Equipment Log 05-21-20.xl

Shared with me

Retwnt 20240403014820_001.pdf =

that someocne SLALET 20240403014630_001.pdf 2v
shares with you.

Epsin 20240403015620_001.pdf =t
Trash

Dee %ol

Storage 20240403020143_001.pdf 2%

14.4 MB used

20240403015835_001.pdf 2n




Google Drive How-To’s

Google Drive File Collaboration /
Find Files

Google Drive File Collaboration

*All file changes are automatically saved in real time so no need to save as you go.
*Permissions for a file can be edit, comment, or view so you can do certain things
based on your permission.

*With Google Drive, version control isn’t a problem. Generally, no more need for saving
multiple versions of a file, except when doing so for specific reasons.

*Collaborating on a file now is a breeze. All of your coworkers can work on the same
document, at the same time. You can always see in the upper right corner if someone
else is working on the file.

Finding Files

*Google is known for its search engine so the easiest way to find a file is just to type
the name of the file in the search bar, or any word in the name. If you want a more
refined search, click the Advanced Search icon on the right side of the search

bar. This lets you search within a specific folder or using other specific criteria.

+*Or, you can search manually by clicking through the folder hierarchy. You can see the
folder structure in the left panel and in the main body.

*You can see the full breadcrumb list on the left by clicking the down arrows or double
clicking the folder name to expand/collapse each folder. Note that individual files
never show on the left panel, only in the main body.

*The breadcrumb list at the top of the main body only shows 2 or 3 folders so you need
to click the horizontal ellipses to see the full path.

o Workspaces. [ - =l =
Name tma.. v . - L=
- @ ”, |
: ) Pl ! Mey 30,2019 N o ’
TE sheenoes ¥ °

Lastmo_ * Filosize

"B sie AR N nned Documents: Mar 12, 2024

- siesc = B HC Silver Gray Logo Lpng Agr 26,200 neKE
X X Mar 2,202
FEETT B HiddanCrosk Logapog 09,2001 nee

- Loga May 4, 2016
B Mointenance g 25, 2015
B Marketing Nov 13, 2023
B Ofice Forms Mar 2, 2024
W ot

@8 Residen: Documents.

B special Projects

m vendors Aug 10, 2016

W Weekly Reparts




Google Drive How-To’s

Organizing Shared Drive Files for easier
access

Organizing Shared Drive files for easier access
*You cannot move a file or folder out of Shared Drive into My Drive so to
put something into another location outside of Shared Drive you need to
create a shortcut to the original file. Right click on a file, select organize,
select add shortcut, then select where you want the shortcut to

go. Importantly, if you delete a shortcut it does NOT delete the original
file. Also, you’ll get a message that moving a file from one folder to
another will lose the original permissioning and take on the permissioning
of the destination folder.

Starred: Helpful for starring favorite files/folders for easier access. You
can’t create your own folder structure like in My Drive so this is just a flat
list of favorites. This simply saves a link to the original file itself. To
remove an item from your starred list, right click the item, click organize,
then click remove from starred. This only removes it from your starred list,
it doesn’t delete the original file.

*My Drive: Helpful for creating a file hierarchy for documents that are not
shared with the team. For example, storing files/folders from the Shared
Drive that you want easier access to. Remember that only shortcuts to
Shared Drive files/folders can be placed here, not the original files/folders
themselves.

+ New @ O+ 8- Y ¥ < # | B 9 # Editin Paint 7

o Drive

+ New ~ > Marketing Materials > Logo ~

Q,  search in Drive 3 @ @& = |: e
°

@ Home X 1selected :
Activity
a w Name 1 Lastmo... ¥ File size
oo Workspaces
M HC silver Gray Logo 1.png Apr 26, 2021 118 KB
»[@ My Drive

B shared drives B Hidden Creek Logo.png Jan 29, 2071

B siear €» Open with
-B sitesc
Download
@ _Policies-Trainin...
»B _Scanned Docu...
Make a copy
» B Accounting

» @ Lease Documents 3+ Share

IR Legal o Organize

»M@ Maintenance
* @ Marketing
»B Office Forms
@ Photos

@& Add shortcut
¢ Addto starred

+ Add to workspace

File information




Google Drive How-To's

Download Report From Yardi and Open/Save in Google Drive
*Download report from Yardi and save into Download folder on computer
(or any location you choose to put it).

«If you want to save in the Shared Folder in Google Drive, navigate to the
destination folder in Google Drive. In upper left corner click the “+ New”
button, select “file upload”, navigate to wherever you saved the file and
double click the file.

«If you only want to open the file and NOT save it in the Shared Folder,
follow the same steps as above but navigate/upload to your My Drive
folder instead of the Shared Drive folder as the destination.

Create a New Version (Copy) of a Google Document/Spreadsheet
*Right click on the file you want to save as a new version. Or click on the
ellipses to the right of the file name. Select, “Make a copy”. Rename the
copied file.

*Note: Make sure to create the new copy BEFORE you make any
changes to the file since all changes are automatically saved in real time.

Share a Google Drive Document

*Right click the document, or click the vertical ellipses next to the
document.

*Click “Share”

*Type the email of the person you’re sharing with. Assign
viewer/commenter/editor permissions.

*Click Done.
*Note that documents in the Shared Drives can’t be shared outside of First
Pacific.




Google Drive How-To’s

Email a Google Drive Document
*Create a new email in Gmaill

-At the bottom of the email click the icon @
*Select whether you want to send as a link or an attachment in the bottom

right corner of the page """ @ prive link [} Attachment

*It's recommended to first share/permission the document with the recipient
in Google Drive before sending a Google Drive link.

Manage PDF’s in Google Drive
*You must have an Adobe Acrobat license before being able to manage/edit
PDF’s in Google Drive. Contact your manager if you need a license.
*Once you have an Adobe Acrobat license, you need to connect your license
to your Google Drive account by following the steps below:
* Open Google Drive and click My Drive (the one right beneath the
search bar)
« Click More
» Click Connect more apps
» Click Search apps and type Adobe Acrobat
* Click Adobe Acrobat and then Install
* Click Continue and sign in with your Google account
« Scroll down and click Continue
+ Click OK
* You'll know it worked when you go to any pdf in Google Drive, right
click on it, click "open with", and you should see Adobe Acrobat
listed as one of the options.




Google Drive How-To's

Google Drive Tips/Tricks
All documents/spreadsheets are collaborative, meaning
multiple people can work on the same
document/spreadsheet at the same time.

*You can see if someone else is in the
document/spreadsheet by looking for a small thumbnail
image in the upper right corner of the page.

*‘Remember to close documents when you're done working
on them.

*Avoid having lots of documents/tabs open at the same
time.

*If your internet speed seems slow and lagging, try running
an internet speed test using this

link: https://fiber.google.com/speedtest/.

*If you are creating a new version of a document, make
sure to “create a copy” before you make any changes to
the document.

*If you need assistance with anything related to Google
Drive, please contact Adam at ameyers@fpacific.com.
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