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FIRST PACIFIC

FIRST PACIFIC GROUP, INC.

Z

Account Logins

Below are the various logins you'll use in
your daily tasks. Please be sure to change
your passwords once you log into each.
This page can be printed and your login
information entered for your records.

0

Zp

b
/

Fpacific Email Facebook (setup with fpacific email)

Username :
Username :

Password :
Password :
YardiOne
Username :
Password :

Craigslist Account (setup with pacific email)
Username:
Password :

Property Specific Logins
These are logins that everyone uses at the property.
Please do not change any account information

Most of these links you can find on our
www.fpacific.com/resources page.

The FG resources page has a monthly
bulletin board with company reminders, and
down below are the resources page links.
This page is password protected.

PeopleHub SER Eii c
pleHL TANDEM TANDEM HF P

The Directory contains contact
information for all team members
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FIRST PACIFIC GROUP, INC.

Office
Information

Property Specific Logins

Have a good look through the website
so that you are familiar with it and
know what prospects and residents
can see and do.

Office Hours

Your Schedule

What to do if you're sick

Uniform

Eating, Smoking & Lunch Breaks

» Please remember to be professional.

» Eating and smoking should not be done in front of prospects or residents.

* You should always stagger breaks and lunch so the office is covered.

* You should not eat at your desk.

» Smoking should be done out of the view of any residents and away from the office.

» If you do smoke please ensure that you have plenty of mints to avoid carrying the smell to the office.

Parking Your Car

+ Check with your manager about where you should be parking.
« Always ensure that your car is not by the office. Leave these areas available for future residents.

Time Sheets & Time Clock

» Every day you must clock in and out using the time clock. If you fail to miss a punch let your manager
know immediately.

» Please remember to clock in and out for lunch.

+ At the end of the pay period you will sign your timesheet acknowledging it is correct.

Your Team

» You are now part of a team and should work together to accomplish your goals!
Page|6



Office
Information

@ Keep Track, Date Stamp

* Please be sure to date stamp all incoming
items to the office
» This includes invoices received.

@ Cost of Replacement Items

When moving in, we give many items to the new resident that they are responsible
for. If they are somehow lost, they must pay to replace them.

©® Ideas?

We want to hear from YOU! All feedback is welcome. Your suggestions are all
valuable so speak up, let your manager know. The weekly team meeting is a good
time to share these or send a anonymous feedback form on the resource page.

*Further policy information is available in the FG handbook. It is company policy to review this.
You are required to review the handbook and sign that you have
reviewed it via eLearning.
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Refill refreshments

Open all “show “ units (Thermostat should

be set to 80 in summer and 55 in winter)

Make sure the tour path and show units are

clean and free of debris

Open email and leave open all day -
respond promptly to emails

LEASE! LEASE! LEASE! (After all, your title is

LEASING Specialist!)

Post to Craigslist, Facebook and all other

internet sites daily

Enter all completed work orders

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.

Daily Tasks

(This list as well as your specific
responsibilities for the day, may differ
from site to site)

Enter new work orders promptly
Respond to all items in the queue
Follow up on renewals

Be enthusiastic and ready to provide
excellent customer service

15 min before closing shut down all show
units

Turn off all electronics in office
Set alarm
Secure all doors

Walk every vacant unit every 72 hours to
check for burst pipes and no squatters.

*Understand curb appeal. If you see anything that is not right or needs attention report it to
your supervisor or have it attended to. Your eyes are fresh every day and we need you to see
things as the resident or prospect will. Everything should be perfect!*

+ Cell phones - OFF

* Smile O

Keep in Mind at All Times

« Once done with a file, put it back - do not
leave files on desks

« Do not keep excess items on your

» Be focused while at work

computer desktop
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FIRST PACIFIC GROUP, INC.

Daily Tasks

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

Leasing Specialists are required to reply to this email at
the end of the day updating their manager and team on
what was accomplished or what wasn't and why. See Thursday, 5.23.2019~

examples of daily task emails and responses below: . Post2 CL- Done.

«  Work Emails- Done.
« Followups- Done.
+ New Leads- Done.

Nicki
" « Pending Signatures - Not done yet.
|
Post creat'veily to CL Donel : o Email August renewals- 1/2 DONE
Follow up \glth A:" Leads Donel « Work through applications- Done.
N I « Call Leads- Done.
Text June renewals Done!
Clubhouse - water/coffee/candy/nuts/flyers/music Stocked! Tesha Grams Tour-Done.
Pending Signatures All signed! Johnathon McElory Tour-Done.
2:00 On site manager meeting
3:00 - 4:00 Manager Meeting Move ins~
Q08-2D
Elaine . Gift-Done.
Post creatively to CL Done! . Pics-Done.
Follow up with All Leads Done! . MR-Done.
Models - sparkle/ensure fully stocked Done! « Uploaded- Done.
Appt.: Desteny White @ 3:?5 o —
Email August renewals (split with Kim) Done!
Liz . Gif- Done.
Voicemails/Faxes Followed-up with . Pics-Done.
Work order follow up Done! - MR-Done.

Confirm move ins for Friday/Saturday Confirmed! +_Uploaded-Domne.

Confirm appointments for Friday/Saturday Confirmed!

Your Name Here

Open/Close Models opened

Water/Flyers/Candy are all stocked in Office done
Post to CL 3+ times CRM - Spread out done

Work Pending June Renewals/July Renewals done

Appointment

They already applied, just wanted to see model again
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FIRST PACIFIC GROUP, INC.

Email

You have received your @fpacific.com email
account. To log into it, you must go to
www.gmail.com. Remember to change your
password upon logging in.

Your @fpacific.com email address should only be
used for internal communications and vendors. You
WILL NOT use this email account to respond to
Prospects or Residents as that communication will
be done via CRM IQ for tracking purposes.

NOTE : Use your email in the Google Chrome browser. It provides automatic spell checking when
writing emails and allows you to paste screenshots directly into the body of your email.

Setting Up Your Signature

+ In the top right-hand corner of your Inbox there is a toggle wheel, ﬂ
click it and go down to ‘Settings'. Display density:
Comfortable (on larger displays)
» About halfway down the page there is a section called ‘Signature’ Cozy
v’ Compact
+ Inthe ‘'Signature’ box please paste in the signature that is set up
for you already in the Email Signature instruction document. Settings
Please navigate to and open this instructional document which Themes
should be located in the same folder that the training manual is in Send feedback
on the Google Drive. Help

NOTE : Make sure that the check box under the signature box is Checked

Insert this signature before quoted text in replies and remove the "--" line that precedes it.

+ All e-mails should be answered in a timely and professional manner.
Email

Etiquette

« Compose all emails with a “Hello Name or Hi Name,”

« Be sure to spell check all your emails and double check your grammar.

How to Reply to Prospects

Your site will have a standard response that you can copy and paste, then change it to individualize it and meet
the prospect's needs. All email communication to prospect and residents should be done via CRM Email
Activities. All email communications should be completed directly from the Prospect or Resident account so
that all Activities are documented.
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Email

FIRST PACIFIC GROUP, INC.

Email responses for prospects should always be replied back the same
day, as soon as possible to make sure we capture this hot lead.

Begin the email with a “Hi", or a “Good Morning"” and the person’'s name.
All emails should have your signature.

You should not email any resident, applicants, or prospects via your
First Pacific email. All correspondence to residents, prospects, and
applicants must be done via CRM 1Q.

Your First Pacific email is for internal and vendor use only.

Sending Screenshots

Every now and then an issue might come up in Yardi that you may need to send screenshots of.

*  Havetheissue maximized inyourscreen . Go to the email you are composing, right click

«  Press the ‘PrtScn’ (Print Screen) button and click ‘Paste’.

which is typically located on the top It might take a couple moments, but your screen
right-hand side of the keyboard. shot should appear in the body of your email.

NOTE : You MUST use the internet browser Google
Chrome in order for this to work.

-// Paint
—— . k) Internet Explorer
e %) ® * a G Google Chrome <
New tab CtrlsT = @] Word 2013 ,
New window Ctrl+N Excel 2013 :

New Incognito window. . Ctrl+Shift+=N

History
T - Downloads
All Programs
Bookmark this tab... N Ctrl+D Bookmarks i
Bookmark all tabs... “S  Ctrl+Shift+D s T
v/ Show bookmarks bar Ctel+Shift+B Print...

You can also bookmark any frequently used page or website such as Facebook, In addition to “PrtScn” you can also use
Canva, Criminal search sites, etc. All you need to do is go to the site. Click the the Snipping Tool which allows you to
three dots in the top right-hand corner, click bookmarks, then bookmark this tab. select a specific part of the screen.

You can add it to your Show bar by making sure your show bar is checked.
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FIRST PACIFIC

Leasing Training
Before you start | Read through the entire lease and
community policies. You MUST know the lease and all the
addendums inside and out so that you can explain them
and understand what your policies are. Please ensure you
ask the manager if you are unsure about anything.

. Get to know your property inside out; building

numbers, directions, neighborhood, where the
closest services are located etc.

Know your pricing, specials and availability every day.

>

Phone Technique

v/ Smile when you answer the phone, people can hear the difference!
v/ Greet with: “Thank you for calling (property), this is (name), how may | help you?”
v/ Lead the conversation.
v/ Ask the caller their name. Use their name throughout the conversation to be more personable.
v/ Paint a picture of your property and units. Use descriptive words like “huge”, “spacious”, “convenient”,
“private” etc.
v/ Ask prequalifying questions:
“What size apartment are you looking for?”
“When are you looking to move in?”
“Do you have any pets?”
v/ Know your unit availability, that way you can give accurate information to the caller.
v/ Personalize the call and build rapport with the prospect.
v/ Get the caller's phone number.
v Always attempt to set an appointment to tour.
v/ Provide directions to the property.
v If possible, get the source of their phone call (rent.com, For Rent magazine, etc.)
v/ Logthe phone call on a phone log or guest card. Do not type while taking the information down.
v/ Enter the prospect’s information into CRM, always write detailed notes; this should be done as soon as
possible.
v/ Do not jump into the price right away on the call, even if that is what the caller initially asks. Try to get

as much of these other questions answered as possible, and kindly explain if you could just get a few
pieces of information you can help find a home that is perfect for them.

v/ Record all information and enter into CRM as a guest card.


https://vimeo.com/419071237
https://vimeo.com/419071237/2c81fdf7ed

Leasing Training
Phone Script for
Prospect Calls

» The phone script on the next page was designed to help you practice asking all of these important
questions on a prospect call.

» Role play with this phone script for practice, and then use it for all calls until you have the questions
memorized and the cheat sheet is no longer needed.

» The script can be modified for your personal style and flow, just make sure all aspects are included.

» We use a service that records calls and grades them on the criteria attached below:

Questions Points Available Score
1. Initial Greeting

1. Did Leasing Professional thank the prospect for calling the Property Name? 2
2. Did Leasing Professional clearly introduce self? 2
3. Was Leasing Professional enthusiastic? 3
4. Did Leasing Professional determine the prospect's name? (Full points if prospect volunteers name) 2
5. Did Leasing Professional ask how the prospect heard about the community? 2
6. Did Leasing Professional ask for prospect's email address? 5
7. Did Leasing Professional ask for prospect's phone number? 3
2. ldentifying Prospect Needs

2. Did Leasing Professional determine the size of apartment needed? 2
3. Did Leasing Professional determine the prospect's time frame of move? 2
4. Did Leasing Professional determine the number of people who would be living in the apartment? 2
5. Did Leasing Professional determine if the prospect has any pets? 2
6. Did Leasing Professional build product value before quoting the price? (Must give two apartment features for

credit) 5
7. Was Leasing Professional conversational while gathering information? 3
3. Creating Interest

1. Did Leasing Professional describe the apartment in a way that gained interest? 4
2. Did Leasing Professional describe the property and amenities in a way that gained interest? 4
4. Closing

1. Did Leasing Professional offer a virtual or in-person tour of the property 5
2. Did the Leasing Professional inform the prospect they would sent an invite to Rent Café? 3
5. Follow Up

1. Did Leasing Professional ask if there were any other questions? 2
2. Did Leasing Professional end the call in a positive way? 2
3. Did Leasing Professional personalize follow-up correspondence to the prospect? 2
6. Leasing Professional Impressions

1. Did Leasing Professional use the prospect's name at least once during the conversation? 2
2. Did Leasing Professional have good product knowledge? 2
7. Wow Factor

1. Was the Leasing Professional activiely listening? 2
2. Did Leasing Professional control the flow of the conversation? 2
3. Did Leasing Professional Create Urgency? 3
4. Did Leasing Professional lease a unit to the prospect? Bonus 5 points
Total Points Available 68

Page|13



D

Leasing Training
Phone Script for
Prospect Calls

i

Thank you for calling ! My name is How can i help you?

Can | have your name? (First and last for full points)

What's a good number for you in case we get disconnected?

What's a good email address for me to send a virtual tour and link to rentcafe?

How did you hear about us?

What size home are you looking for?

Tell me a little bit about what you're looking for in your new home:

How soon do you need it?

How many people will be in your home?

Do you have any animals? If so what's your animals name?

Alloy our homes come with: Paint the picture of the home you' re selling.

We also have (mention at least 3 amenities)

This sounds like the perfect home for you! Is there anything | can do to get you to lease this home
today? I'd hate for you to lose it.

Can you stop by for a tour today? (give 2 available times)
Do have any questions?

Thank you for calling (prospects name)! Please don't hesitate to call me back if you have any other
questions. Have a great day!

Page|14



Call
Scoring

Each person will be coached on 1 call per gt.. If you score 100%, you'll
receive a plaque, $100 amazon gift card, and company wide recognition.
If you score 75% or lower, you will be required to do additional training.

The trainer will provide the initial training to anyone who
scores 75% or lower.

If an employee scores 75% or lower on any call after the
initial training, it is the manager’s responsibility to provide
additional follow up and support to correct performance

Managers are responsible to making sure each team member
schedules or submits their call by the due date.

Page|15



O crRMIQ

Call Transfers

inCRM IQ Click here
to watch!

O- CRMIQ Dashboards ~  Reports ~

# Agent Dashboard

Sy S Lo Priority I3Vl (O] Applicants (0) Residents (0) caia
If a call needs to be transferred to a 3
different agent / manager simply
answer the call once answered click o . e 4
transfer — Select your agent — click T
Transfer. Qs © (i)
This will send the call directly to the e ——— )
agent. e .
rree — The Tree Village
Note: The agent must be marked as <J Incoming Call The Tree Vilage Stepharie Mojor
available in 1Q. B i @ " Step #1
ol
ad
Lead ;I:/;;;;RTDDETHO_U vz::mm | TheTree Viloge fzp. H elect Uni 5 ;l,." - Morew I

Transfer To

Coworker
@ Mitchel. Sauberman@Yardi.com

Step #2



https://vimeo.com/1040793973?share=copy#t=0
https://vimeo.com/1040793973?share=copy#t=0

Leasing

o

O

Watch this

https://vimeo.com/367813777

If your tour is coming in after a phone call and you have the appointment set, make sure you have
their guest card ready. Know their name. You have already obtained information to find them a
home, now you just need to get the specifics. If they show for their appointment, you are 80%
there! They are interested.

If the tour is a new piece of traffic, sit down and fill out a guest card for them. “Interview” the
prospect to get enough information to help them find their perfect home. Smile and create
positive energy.

Always get a photo ID and note the number on your guest card. Do not make a copy of the ID.
We only accept government issued ID's. They must be current, i.e. not expired. Place the ID on
your desk while you tour - don't forget to return it!

Lead the tour. Take charge.

Make sure to provide all prospects with the same information. This includes utilities, lease terms,
specials and the criteria. Be aware of fair housing regulations at all times.

While touring, walk prospects to your amenities. Also show parking options, mailboxes and
laundry facilities. Even if you don't show them all of these items (if the amenities are closed), let
them know what you have to offer them.

Be creative and ensure we stand out from the 5 other tours they may take that day. Know your
key selling points for the property and each apartment.

Walk them through each room and help them visualize their furniture in the home. Refer to the
home as theirs.

Mention $$$ and value from the very beginning. Let them know how much it is to make this their
home.

Create urgency! Do not tell them you have 10 units available. Get as much information as
possible. Listen to your prospects and make sure you know how to respond to all objections. What
floor do they prefer? What exposure? By doing this you will narrow down their options and truly
only have 1 or 2 units that suits their needs. Use words like “only”, “limited”, “last one”.

Ask for the $$$! Don't be afraid. All they can say is no. Ask them to fill out the application to
reserve that apartment just for them.

Assist the prospect in completing an application, use the tablet when possible.

Page|17
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Leasing

Training

Follow Up

+ Ask the prospect if they would prefer phone or email communication.

+ Place a follow up call to the prospect 48 hours after they tour. Make sure to know your current availability before you
call again. Create urgency. Ask if they have any other questions. Offer to tour them again or any roommate they may
have.

+ Thereafter, you should complete all follow-ups scheduled in the queue and continue contact them until you close them
or they tell you they found something else. If they rented somewhere else, ask where and why. It is important for us to
know if it is a price issue or amenities or whatever other features appealed to them that we may not have had.

+ If after a few phone calls they have not rented and still are undecided have your manager call with a follow up and help
double close.

Note : Remember to have fun and get to know the prospect. Be genuine and they will feel
comfortable with you. Be energetic and positive!

Holding Homes

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 of the home immediately after they get approved and sign the lease.
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. The goal is to have
move-ins happen as soon as possible after the home is “made-ready”. Please contact your Regional Manager if you have any
questions.

Leasing Workflow Policies

No paper Payments are accepted. Must pay online or using a credit or debit card.
Credit card / debit card fees are waived on application charges but not on move in costs.

Queue must be completed each day before leaving. Work on Unassigned, then My Queue, then Community Queue to make
sure all follow up is completed. Reach out to your Regional Manager if you need assistance completing your queue.

Leases for new move ins are to be generated no more than 3 days in advance and should be countersigned no less than 2
days prior to move in.

We do not have Occupants. All applicants will be lease holders.

Market Survey to be completed every weekly on Monday's.



First Pacific University

To access Yardi eLearning | First Pacific University

Click YardiOne to find Y ;
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Once you click the FP
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First Pacific University

To access Yardi eLearning | First Pacific University

Once logged in, you will be directed to your Dashboard. This will show any
Announcements, Assignments or Events as well as Courses, Learning Plans,
Videos or Resources available to you.

WRESYSIEISN RS PACIFIC UNIVERSITY DASHBOARD MY TRAINING CATALOG Search Q

2 items need your attention

CONTINUE LEARNING
December 2024 < >

AO 395 - 1099 Process in Voyager 75 0%

PD 120 - Time Management Module 1: What are the Benefits?

ASSIGNMENTS 30 31

/2

RESOURCE

In the upper right-hand corner if you hover over your Initials, you can click My
Profile to update your personal information including uploading a profile
photo or click Transcript for a list of courses completed for a period of time.

By clicking on the Courses link under the Catalog, you can add courses you
would like to take at any time.
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First Pacific University

From the Dashboard, click Assignments.

TSNS 1R T PACIFIC UNIVERSITY DASHBOARD MY TRAINING CATALOG Search Q (2]

CONTINUE LEARNING

December 2024 <[>
[~] Aoc395-1099
= ue wea ha
& Poa s dule 1: What are the Benefits? L 2 E a B 6
1
18 2
s
ASSIGNMENTS
RESOURCE
CATALOG
&  YardiTraining
Courses.

This will show any Learning Plans or Courses you have been assigned.
Click on the Learning Plan or Course you wish to start or continue.

ORISR 55T PACIFIC UNIVERSITY DASHBOARD MY TRAINING CATALOG Search Q (-}

CONTINUE LEARNING

December 2024 < | 2>
A0 395 - 1099 Process in Voyager 75 0% s o e o =
2 PD 120- Time Management Module 1: What are the Benefits? L 2 3 a 5 6
9 10 " 12 13
16 17 18 19 20
2 24 25 26 27
ASSIGNMENTS 30 3
RESOURCE

CATALOG

@ Yardi Training

(5 Aspire FAQ 5 @ )
3 5
Learning Plans ’ 3 @ =

S Wellness Resources 9 )
Events . 9, e’

Courses
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First Pacific University

Learning Plan Details

=4l

eLearning Implementation

Getting Started
eL 100 - Welcome to eLearning

el 150 - eLearning Scavenger Hunt

Basic Admin Functions
el 200 - el earning Authoring Tools

el 205 - eLearning Questions and Assessments
el 210 - eLearning Course Settings and Behaviors
eL 215 - Authoring Tools: Course Builder

el Templates

el 225 - eLearning Supervisor Tools

el 230 - eLearning Validations

The courses in this Leaming Plan teach eLeaming administrators how to navigate the university
and perform day-to-day activities as well as initial setup items.

The Learning Plan will
bring up a new window
showing all courses in
the plan. Click the Get
Started button next to
the course you wish to
start or the Continue
button next to the
course you wish to
continue.

Get Started u

Get Started »

Get Started u

Get Started | 2

CONTINUE

Get Started | 2

*  Once a course is completed, you will see Completed next to it.

If you have items past due or that need your attention, there will be a banner message

on the Dashboard. Click on the Banner and it will show what is Pending.

23 items need your attention

CONTINUE LEARNING

|—I.l RCCQ 110 - Managing the RentCafe CRM Flex Queue

December 2024 Kl )
13%
Mon Tue Wed Thu Fri
2 3 4 5 6
9 10 1 42; 13
16 17 18 19 20
23 24 25 26 27
ASSIGNMENTS 30 31
RESOURCE
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SHOPPING
YOUR
COMPS

It is very important that you shop your top three to five
competitors within the first week of starting work at your

property.

This is important for you to understand the area and what
other sites have to offer.

It is also a way to figure out unique ways to market and lease
your property by seeing what you can offer that others can't.

It might be helpful to review the shopping report to have
some ideas of what to look for. You will also need to
complete the Comp Shop checklist for each site and send
to your manager/regional manager.
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Shopping Your Comps

Comp shop Checklist to bring with you and complete right after your shop.

First Pacific Onsite Evaluation

First Pacific Onsite Evaluation

Greeting

1. Did the Leasing Professional acknowledge you immediately,
stand and greet you with a smile and shake your hand?

()Yes ()No(0)

If no, tell us what happened. Did they remain seated, were they busy
with a resident, efc?

2. Did the Leasing Professional introduce themselves? ()Yes ()No(0)

3. Was the Leasing Professional dressed professionally? ()Yes ()No(0)
If no, a comment is required.

5. Did the Leasing Professional ask your name? ()Yes ()No(0)
If no, a comment is required.
Information Gathering

Did the Leasing Professional complete a guest card? ( )Yes ( )No

Did the Leasing Specialist ask enough questions to determine

your needs and wants? ( )Yes ( )No

Did the Leasing Specialist offer refreshments? ( )Yes ( )No

Did the Leasing Specialist create urgency and build value

before touring? -y )M

CURB APPEAL [
Was the property free of trash and looked clean?

Was the signage clean & Updated? [
Was the path to the office clearly marked?
What amenities did you tour?

If no, a comment is required.

Demonstration

13. Did the Leasing Professional take control of the leasing
visit?

If no, a comment is required.

14. Did the Leasing Professional try to build rapport as you
walked to the show unit? [IN/A () Yes ()No

If no, a comment is required. Please select N/A, only if there is no
availability or tour.

15. Did the Leasing Professional keep your needs in mind when
demonstrating the apartment?

() Yes () No

[IN/A ()Yes ()No
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Shopping Your Comps

Once complete with this form, scan and email it to your Manager & Regional.

Once complete with this form, scan and email it to your Manager & Regional.

Please select N/A, only if there was no availability or tour. If no, what
was lacking in the demonstration?

16. Did the Leasing Professional discuss the benefits of living in

the area? ()Yes ()No
What were the benefits mentioned? This will help the client

understand the type of information the Leasing Professional is

sharing with real prospects.

17. Did the Leasing Professional show the property & amenities ()Yes ()No

based on the features in which you expressed interest?

If no, comment required.. Did the Leasing Professional talk about the
amenities but not show them? Did they not ask about your
preferences, etc?

[INA ()Yes ()No(0)

If no, comment required. Choose N/A only if there was no availability.

19. Did the Leasing Professional di the featt and
benefits of the apartment you were shown and relate them to [IN/A ()Yes ()No
your needs?

Choose N/A only if there was no availability. .If yes, what were the
benefits mentioned? This will help the client understand the type of
information the Leasing Professional is shaning.

20. Did the Leasing Professional show a clean, made ready &
comfortable apartment?

[IN/A () Yes ()No

If no, comment required. Choose N/A onlyif there was no availability.

List the top 5 things the agent did that were impressive [IN/A ()Yes ()No

List 3 things that you did not care for of the agent or property?

Fair Housing

24. Did the Leasing Professional say or do anything that could
have been perceived as discriminatory?

() Yes(0) ()No(1)

26. When you asked about crime at the community, what did the
Leasing Professional say?

Closing

27. Did the Leasing Professional discuss pricing and related
costs only after building value in the apartment and/or ()Yes ()No
community?

If no, comment required.
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Shopping Your Comps

Fair Housing

29. Did the Leasing Professional attempt to overcome and
address your concerns or objections?

Choose N/A, only if there was no availability. You must state an
objection unless there was no availability. Please detail what
objection/concern you expressed and how the Leasing Professional
overcame or did not overcome it.

[1N/A ()Yes ()No

30. Did the Leasing Professional ask closing questions during
the tour? For example: "Can you see yourself cooking in this [IN/A ()Yes ()No
great kitchen?”

Choose N/A only if there was no availability and no four.

31. Did the Leasing Professional encourage you to complete an
application? ()Yes ()No

34. BASED ON THE LEASING PROFESSIONAL'S
PRESENTATION - (NOT YOUR PERSONAL PREFERENCES OR
THE CONDITION OF THE PROPERTY), would you have leased [() Yes () No
an apartment at this community, or if nothing was available, be
interested in coming back to see an apartment at a later date?

If no, comment required.

()Once ()Twice () Three Times
How many times did the Leasing Professional attempt to close? |( ) The Leasing Professional Did Not
Attempt To Close (0)

Follow Up

36. Did you receive a follow-up call or email within two business
days?

()Yes ()No

Leasing Professional Perception
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Shopping Your Comps

Once complete with this form, scan and email it to your Manager & Regional.

Narrative
Describe your experience in detail. I
Please provide a 2 paragraph description of your visit from beginning fo end.
Special Data
Person Shopped [
Enter the name of the Leasing Professional.
EID
Shopper's First and Last Name.
INTERIOR ASSESSMENT

Sample Comment Text (Click fo enter comment texf)
Was the management office clean and organized? [( ) Yes () No

Was the apartment or model shown neat and clean? I( ) Yes () No

[

Proof of Visit

Please upload the Leasing Professional's business card and/or
brochure and picture of the community here:
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Every Prospect Could be A
shopper Always give 100%

Below is the scoring guide for secret shops :

Performance by Question

Current

Sections /Questions
/ 2-2018 First Pacific

Greeting
Did the Leasing Professional acknowledge you immediately, stand and greet you with a smile and
shake your hand?

Did the Leasing Professional introduce themselves?

Was the Leasing Professional dressed professionally?

Was the Leasing Professional wearing a name tag?

Did the Leasing Professional ask your name?

Information Gathering

Did the Leasing Professional complete the guest card (or pull out the card from the phone call) by
asking questions in a conversational manner?

Did the Leasing Professional obtain the following contact information:

Did the Leasing Professional ask specifically for an email address or contact information for follow- e
up? e
Did the Leasing Professional ask why you were moving?

Did the Leasing Professional try to determine the features in which you were interested?
Did the Leasing Professional use your name during the conversation?

Did the Leasing Professional communicate with you in a positive, conversational manner?
Demonstration

Did the Leasing Professional take control of the leasing visit?

Did the Leasing Professional try to build rapport as you walked to the show unit?

Did the Leasing Professional keep your needs in mind when demonstrating the apartment? 22

Did the Leasing Professional discuss the benefits of living in the area? 17m

Did the Leasing Professional show the property & amenities based on the features in which you 515 100.0°
expressed interest?

Did the leasing Professional show the size of the apartment you requested? 17 100.0°
Did the Leasing Professional discuss the features and benefits of the apartment you were shown 0 100.09
and relate them to your needs?

Did the Leasing Professional show a clean, made ready & comfortable apartment? 313 100.0%
Did the Leasing Professional encourage you to participate in the demonstration? 22 100.0%
Did the Leasing Professional discuss the professionalism and benefits of the onsite staff and/or 2 100.0%
management company? o
Did the Leasing Professional discuss the benefits/cost savings of intagible items such as water 212 100.0%
induded, utility connections, energy savings, valet, trash, etc?

Fair Housing

Did the Leasing Professional say or do anything that could have been perceived as discriminatory? 1171 100.0%
Did the Leasing Professional answer correctly when you asked, "What kind of people live there?” Or R 100.0%

"Do a lot of [kids / old people / people of a certain race] live there?"?

Closing

Did the Leasing Professional discuss pricing and related costs only after building value in the o

apartment and/or community?

Did the Leasing Professional create a sense of urgency to lease the apartment? 313 100.0
Did the Leasing Professional attempt to overcome and address your concerns or objections? 212 10
Did the Leasing Professional ask closing questions during the tour? For example: "Can you see a3 -
yourself cooking in this great kitchen?" -

Did the Leasing Professional encourage you to complete an application? 6/6

Did the Leasing Professional attempt to close more than once? 4/4 100.
Did the Leasing Professional make you feel welcome and that they desired for you to live at the an .
community?

BASED ON THE LEASING PROFESSIONAL'S PRESENTATION - (NOT YOUR PERSONAL PREFERENCES

OR THE CONDITION OF THE PROPERTY), would you have leased an apartment at this community, 6/6 100.0

or if nothing was available, be interested in coming back to see an apartment at a later date?

Follow Up
Did you receive a follow-up call or email within two business days? 33 1
Did you receive a second follow up (thank you card, email or phone call) within three to five an )

business days?
Leasing Professional Perception

How would you rate the enthusiasm of the Leasing Professional? 33

How would you rate the product knowledge of the Leasing Professional 33

How would you rate the Professionalism of the Leasing Professional? 313 10
Was the Leasing Professional genuine, warm and friendly? 313 1
How would you rate the Leasing Professional's sales ability? 313 1
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Posting On
Facebook

° Watch this

1. Sign into Facebook and go to your 3. Create a post with text, pictures, and/or
homepage. video. You can drag and drop pictures from
. . our desktop for convenience.
2. Choose one of the post options or click y P
“What's on your mind?..." to begin your
post.
Create post X
More v
Lake Forest Apartments
@ Q Public ~
@ What's on your mind? Mhat's on.your mind? : @
l@ Photo/video i‘,\ Reel B Live video X
Featured @

. . : Manage
People won't see this unless you pin something.

Add Photos/Videos
or drag and drop

Posts 25 Filters %% Manage posts
= List view 28 Grid view Add to your post @ ;0 0 &
4. Toschedule apost, Go to Meta 5. After creating your post, scroll down and
Business Suite and select 'Planner’. click on the scheduling options. Select the
5. Option to schedule, backdate, or save a

date and time you want it to be published.
Once you've double-checked everything,
click 'Schedule'

draft of your post. click “Create Post” in
the upper left corner.

00 Meta

Business Suite calendar by creating, scheduling, and

@ Lake Forest Apar... a Scheduling options Set date and time @
¢ Today >

Schedule your post for the times when your audience is most active, or manually select

a date and time in the future to publish your post.
ﬁ Home
Mon 9 @ Facebook
Q Notifications . &8 Dec 10, 2024 ©® 09:59AM

@ Ads Manager (©) Instagram

SRR & Dec 10, 2024 © 09:59AM
D Inbox .

o Active times
E_] Content

-
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https://vimeo.com/419071237
https://vimeo.com/578048373/6928802057

o P 3

To view or edit your scheduled posts, go to the
Planner in Meta Business Suite. There, you can see

when your audience is most active and review

insights from your previous posts.

Planner

Plan your marketing calendar by creating, scheduling, and managing your content.

Week Month < Today 2

Sun 27 Mon 28 Tue 29

B National Cat Day

Oct - Nov 2024

Wed 30

Posting On

Facebook

This week, your Facebook
followers are most active at
this time.

Wed 11 Thu 12
6:00AM
6:00PM
pe o
o °o o0—°g

This week, your Instagram
followers are most active at
this time.

Schedule w S M
Media
Share photos or a video. Instagram posts can't exceed 10 photos.
& Add photo = @ Addvideo * YV Use template
Post details
. Customize post for Facebook and Instagram
Text
o #0©
© b ® O ©
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Rent Café Site Manager

Posting on Craigslist Classifieds

Open Site Manager and click Craigslist Posts

@relp~ | Lmyprofie | B Logout

@ Site Manager

Company  Properties  Leasing  ResidentReferrals  Reports -

& First Pacific Group > Property Search

COMPANY CONFIGURATION x Property Search

% s

property.

cry Smte - Published On LS Published on Portal

w

CraigslistiPastig Todl Click the Choose Property dropdown to

choose your Property.

Choose Property:

Select property... v
Autumn Ridge Apartment Homes
Cedar Brooke Apartments

Cedar Ridge Apartments & Townhomes
Estates at Brentwood Lake
Hidden Creek Apartments

Lake Forest Apartment Homes
Orchard of Landen

San Lorenzo Apartments
Sheridan Square Apartments
The Orchards at Four Mile

The Sands

Timbercreek East Townhomes

Vista Del Sol Apartments

The Classifieds Posting screen will come up. Click +New Post.

1
Classifieds (Administrator)

How do you like RENTCafé Clas:




Rent Café Site Manager

Posting on Craigslist Classifieds

On the Setup screen, you will click on the Floor Plan you are trying to advertise. Once you
select a specific floor plan. If you are not wanting to advertise a specific floor plan, you will

click the Skip Floor Plan icon.

Copy the email address under
Reply Email and save it
somewhere that you can easily
Access it.

*DO NOT change the Reply Phone

or Reply Email information as these ==
are tracking sources specific to Craigslist.

This will bring you to the Classified Templates screen. Click the Check Mark
of the Template you want to use for your posting. Click Continue.

° Template 3 Customize 4 Confirmation

v a v =] v @

e |
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Rent Café Site Manager

Posting on Craigslist Classifieds

Depending on the Template chosen, you will need to enter a Title, add photos and select the content.

Click in the Title box and type your catchy title.

Leave Click to add photos blank

Click to add photos
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Rent Café Site Manager

Posting on Craigslist Classifieds

Next, you will click on the Pencil under each Widget to select a version of the
widget to use in the post.

Select Content

] ]
Love Where You Always At Your

Live Service

Love Where You Live!

Find the perfect floor plan that fits your lifestyle!

Select This Widget

vescripuon

Click on the Widget to preview
the content and choose the one you want for your post.

Click Select This Widget.

Complete the Widgets for the remaining sections and then click Save & Continue.

Description
Amenities
Pet Policy
Custom Text
Call To Action
Office Hours
Equal Housing




Rent Café Site Manager

Posting on Craigslist Classifieds

The next screen will show a Preview of the posting. Copy the full body of the AD, then click
Continue to Craigslist.

We can't wait for you to call this 1 bedroom your home!

402 NW Sheridan Road
Lawton, OK 73505

Click to add photos

*NOTE

You must have
the Craigslist
Chrome Extension
Installed to
Continue to
Craigslist.

Mon-Fri: 8:3

Saturday: 9,

50.00 Comments: We are pet friendly! 2 pets per apartment home with applicable deposits/pet fees.

o T [

You WILL NOT log in to any accounts throughout this process. Click on the
City/Area you are wanting to post to. Click Continue.

CL [login][ create account |
.\ RENTCafé*
CLASSIFIEDS
please limit each posting to a single area and category, once per 48 hours
Please select desired location which city / area would you like to post to?
kansas city, MO v
continue
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Rent Café Site Manager

Posting on Craigslist Classifieds

CL kansas city > housing > aptshousing for rent >

CLASSIFIEDS

“5\ RENTCafé®

please limit each posting to a single area and category, once per 48 hours

select "housing
oot what type of posting is this: (see prohibited list before posting )

job offered

C I i C k t h e H O u s i n gig offered (i'm hiring for a short-term, small or odd job)

resume / job wanted

Offered button and oo l

housing wanted

then click Continue. ot

wanted by owner

wanted by dealer
service offered

community
event/ class

| con’ nue\l

CL kansas city > housing > apts/housing for rent >

‘. @) RENTCafé"

CLASSIFIEDS

C | i C k Apts/ h o u s I ng e — please choose a category: (see prohibited list before posting.)
for rent button and

for rent" rooms & shares
® apts/housing for rent (no shares, roommates, or sublets pleasel)
housing swap
office & commercial
. . parking & storage
then click Continue
- real estate - by owner
sublets & temporary
vacation rentals

continue

Your AD will be blank and will need to be

Discrimination by race/origin
Doscribe prem: not i

creed._sexual orientation._or income source is illegal under fair housing law.

ttle

city or nei hood postal code ]
description
posting details
rent housing type [ cats ok
apartment ~ ) dogs ok
saft taundry ) furnished
e — ] - - ) no smoking
e 1 wheelchair accessible
= = air conditioning
bedrooms 1 EV charging
bathrooms
flooring

rent period
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Rent Café Site Manager

Posting on Craigslist Classifieds

Copy the entire body of your AD

We can't wait for you to call this 1 bedroom your home!

402 NW Sheridan Road
Lawton, OK 73505

Click to add photos

[Sheridan Square Apartments
D2 NW Shendan Road
awton, OK 73505

rt: hitpJ/iwwwe sheridan-square. com/t'ad ?ref=a25114cfaf43e0b6adb4b37c8a2aal01

YOU'LL LOVE CALLING SHERIDAN SQUARE "HOME™

Diamond Upgrade - Central Heat & AC* - Cable and Intemet Ready + Fully Applianced, All Electric Kitchens - Beautifully Fumished Homes
adable* - Modern Features - Easy Load Dishwashers - Garbage Disposals - Tons of Cabinet Storage - Cozy Wood Fireplaces* - Spacious

losets - Washers and Dryers*In select apartments

on-Fri: 8:30AM-5:30PM
Saturday: BAM-5PM

Pets - allowed, One time Fee $250.00 Comments: We are pet friendly! 2 pets per apartment home with applicable deposits/pet fees.

Continue to Craigshst Continue to Kijiji

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.
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Rent Café Site Manager

Posting on Craigslist Classifieds

Paste the body into the blank add then paste or retype
the title into posting title and enter the zip code.

posting title city or neighborhood postal code

We can't wait for you to cal this | bedroom your ho 73505
description

Cabinet Storage * Cozy Wood Fireplaces* » Spacious Closets * Washers and Dryers**In select apartments ‘

Mon-Fri; 8:30AM-5:30PM
Saturday: 9AM-SPM

Pets - allowed, One time Fee $250.00 Comments: We are pet friendly! 2 pets per apartment home with applicable
deposits/pet fees. @1 :

/4

FIRST PACIFIC

FIRST PACIFIC GROUP, INC.
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Rent Café Site Manager

Posting on Craigslist Classifieds

Scroll to the Posting Details section to enter or update the additional details in the drop
down menus (Housing Type, Laundry, Parking, Bedrooms, Bathrooms, Furnished, Available
On Date and Open House Dates if applicable).

posting details

rent housing type v| cats ok available on
$ 995 apartment - i dogs ok select date
sqft laundry [ furnished open house dates

1245 - - [J no smoking

wheelchair accessible

parking
bedrooms

0 > = -

bathrooms

In the Contact Info section, check the By Phone and By Text boxes.

contact info

TimbercreekEastTownhomes.CraigsList FPG@aptleasing.info
email privacy options [?]
» CL mail relay (recommended)

show my real email address

no replies to this emalil

users can also contact me:
¢ by phone v by text

phone number extension contact name

[(833) 340-5427 | | | |

In the Location Info section, type in the Street Address, Cross Street and City of your property. In the
Copyright Assignment section, check the box and enter Your Name and Country of Residence. Click
Continue.

location info

sStreet Cross street city
[1860 SE Timbercreek Ct ] [40 Highway ] [Blue Springs

ok for others to contact you about other services, products or commercial interests

pyright assignment

elp us deter unauthorized commercial use of craigslist postings - assign copyright in this post to craigslist and receive
nlimited license to reuse it elsewhere as you please.

ASSIGNMENT. You represent and warrant that you own the copyright in any text. photos, or other content (the "Content”) you submit to craigslist in making this posting. You irrevocably sssign to

craigsiist. free and clesr of any restrictions or encumbrances. all nght. title and interest in and to the Content. including without limitstion the copyright therein. Entering your name and clicking
"continue” below constitutes = signed writing assigning such copyright to craigsiist

LICENSE. craigslist. in turn, grants you a non-exclusive.

1. irre 3 . fully psidis license to mske derivstive works from. distribute. and/or publicly
dispisy the Content. in sny medium. whether now known or heresfter devised.

your name country of residence
| ristin Miller | [TUsaA

| continue |
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Rent Café Site Manager

Posting on Craigslist Classifieds

Confirm your location pin is at the correct place on the Map. Click Continue.

Confirm your location pin is at the correct place on the Map. Click Continue

find

postal code
64014 <

street cross street city
1860 SE Timbercreek C| |40 Highway Blue Springs

+

‘O\\()mﬂ
el

9

Your post will appear here on maps.
Drag_pin or click map to choose exact location
Press find to locate address on map.

Willow Drive

Northwest Michael

r

Vorthwest Jackie

Sicecthao

J]
D
o
b

@ craigslist - Map d:

| continue |

The next step is to download the Images from a designated area in your

folder. Click on the add images.

[ logged in as TimbercreekEastTowr

rent >

this posting has 0 images, of a maximum 24
upload best image first - it will be featured.

Add Images I
| done with images |
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Rent Café Site Manager

Posting on Craigslist Classifieds

A window will pop-up to select the photos to add. Locate your newly
created CL Photos folder.

" e e s @ ==
~@v|- Desktop » pel |
Organize v New folder = 0 @
W Cavortes 2 Name Size Item type Date modified P
Bl Desktop 4 Libraries \
& Downloads t% Homegroup £
%% Dropbox A CB304CLIENT
& OneDrive 3 1% Computer E
1 Recent Places €l Network
& Google Chrome 3KB Shortcut 3/6/2019 2:11 PM
4 Libraries @» HP LJ M476 Scan 2KB Shortcut 1/11/2017 1213 PM
[ Documents i @ HP Scanlet Flow 7000 s3 3KB Shortcut 8/28/2017 2:30 PM
& Music {3 HP Smart Document Scan Softwa... 3KB Shortcut 8/28/2017 2:31 PM
|| Pictures Sonos 2 KB Shortcut 2/7/2017 4:54 PM
a Videos I-a CL Photos File folder 3/25/2019 12:47 PM |
. Kristin File folder 3/25/201912:32 PM ~
+& Homearoun | U | 4
File name: v LA(I Files VJ
[ Open |v] I Cancel ]

\ /

Double-click the CL Photos folder to open it and show all the photos that we downloaded.
Click on one of the photos and then click Ctrl + A to select all of the photos. Then click Open.

. » CLPhotos
Organize v New folder
W Favorites = | ‘ r

B Desktop S -/ o o

% Downloads 2 !

% Dropbox : ‘ 5195<Timbercvge 8427-Timbercree MO_BlueSprings_ MO_BlueSprings_ £

& OneDrive 3 | k-East---04_WEB | k-East---05_WEB TimbercreekEast TimbercreekEast

or) Townhomes_p05 Townhomes_p05

=| Recent Pl

i 893411 58flde.. | 89341 2Bed25B..

4 Libraries -

= — k)

<] Documents %H’ 4

=i

@ Music —_—

&=/ Pictures MO_BlueSprings_ MO_BlueSprings_ MO_BlueSprings_ MO_BlueSprings_

é Videos TimbercreekEast TimbercreekEast TimbercreekEast TimbercreekEast
Townhomes_p05 Townhomes_p05 Townhomes_p05 Townhomes_p05
89341_2Bed25B... 89341 4 58flde... 89341 6_58fl4e... 89341_10_58f14f...

«& Homearoun x: e 3| C [ | - i
File name: "5195-Timbercreek-East---04_WEB" "8427-Timbercreek v | All Files v
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Rent Café Site Manager

Posting on Craigslist Classifieds

All of the photos will start uploading to the Craigslist Post.

frent = [ logged in as TimbercreekEastTowr

this posting has 8 images, of a maximum 24
upload best image first - it will be featured

To change the Featured Image or the order of the photos, click on the one you want to move and
drag it to the spot you want it.

Add Images

Once you have
positioned the photos
in the order you want
them, click

Done with
Images.

| done with images |
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Rent Café Site Manager

Posting on Craigslist Classifieds

Attenson: Your posting wil xpire from the gite 1 45 days.
this is an unpublished draft.
[estoost [eatiozstin] [estmages |

L kans3s ity > NoUENg > SptEousIng for rant

=]
$995/ 2br - 1245ft’ - FINALLY! This is What You Have Been Searching For! (Blue Springs)

Image 1o 16

28R 2583 | | 124507 || svaiavie mey 2

This will bring you to
the Draft page. Scroll
through and review the
Post. Click Publish to
post your listing.

2micured Landscapiag * Community Eveats +
* Recrestiona] Picnic 2ud Grilling

icicas, plezse comact e

ouwed with an additiceal deposit and focs. Plotse comtact s lavsing ofice & details

% Deails

 applicast pays the application foes for the other

You will be directed to another page in Craigslist that states Further Action is Required.

IMPORTANT - FURTHER ACTION |8 REQUIRED TO COMPLETE YOUR REQUEST Il
You should receive an emall shortly, Wi 3 Iink t:

« pudlish your ad

« 208 (or confirm an 2ait to) your 3d

« vanty your emall adaress

» delsts your 3o
Emall sent to: imbercreskaasttownhomes.craigelist fpg@aptieasing Info

It you dont recelve this emall, plesse consult our help p3gss

Your emall provider might misfiie this mall 3s spam. Check your spam folders.
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Rent Cafe
Site Manager

All of our websites and online applications
are hosted by Rent Café Site Manager.
Your login to YardiOne will allow you >
access to open Site Manager.

Welcome back

Recent 1 L search Q

\Y% @ S /&

RENTCafé Sit First Pacific Employee
Yardi Voyager s First Pacific University oo,
Manager Resource Page

List of Items Done in Site Manager :

e Posting on Craigslist Tool - Classifieds

e Property Wide Email campaigns - Only Marketing team completes this
task

e Reports

e Email Analytics Reports

e Payment Activity Reports
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Rent Café Site Manager
Reports

Site manager has several reports available that will assist to provide additional
information that is not readily available in CRM. To access Reports in Site Manager,
click the Reports button.

RE NTcafé®Site Manager

Company Properties Leasing Campaigns Reports ¥

First Pacific Group > Property Search Analytics
Email and SMS
Payment
COMPANY CONFIGURATION X Performance r
£ Settings Property Setup

Call Automation

£N ocnorato Citoc —

You will see a list of reports that are available to click. One of the most useful reports

you will use is the Email and SMS subscription report. Use this report to review which
prospects or residents opted in to receiving emails, SMS Messages from the property
as well as opted in to text-to-pay for online payments.

Analytics _

Email and SMS Email & SMS Subscription Report
Payment Email Analytics

Performance ren

Property Setup

Call Automation
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Rent Café Site Manager
Email / SMS Subscription Reports

Subscription Status

Property

User Type

User Status

Email Opt-In

SMS Opt-In

Text-to-Pay Opt-In

Display

25 v |records per page

Property

Autumn Ridge Apartment Homes
(p0669523)

Autumn Ridge Apartment Homes
(p0669523)

Autumn Ridge Apartment Homes
(p0669523)

Autumn Ridge Apartment Homes
(p0669523)

Autumn Ridge Apartment Hol

Resident

Unregistered

All

All v
Screen v
User
Users
Type

aaron@gallini.info Resident
abdisalato09@gmail.com Resident
monstergirl214@yahoo.com Resident

agneskanwal1@gmail.com Resident

Name

Aaron Gallini

Abdi Salat

Abigail Breedlove

Agnes Kanwal

Click the drop down next to each

Filter to determine the search
criteria. Click Submit to view the

information.

Within the results listed, you
can search for a particular
resident by typing their
name in the Search bar.

Search:

Phone
Status In

6167456999 = Registered = Yes
Registered No

Registered No

Registered = No

User SMS Opt

Text To Pay Opt  Email Opt

In In

No Yes
No Yes
No Yes
No Yes

You are also able to export the Email & SMS subscription report into an
Excel spreadsheet by selecting the Display drop down under the Filter

and selecting Export to Excel and clicking Submit.




Rent Café Site Manager

Email Analytics Reports

The Email Analytics report is another useful report to view what autoresponders have

been emailed to residents or prospects. Click on Reports then Email and SMS and then
Email Analytics.

Update the Filter by selecting a Date range, Property, Autoresponder, Resident or
Prospect and then entering the Email Address. If you are wanting to pull for all
residents or prospects, leave the Email Address blank. Click Submit.

Company Properties Leasing Campaigns Reports ~

First Pacific Group > Email Activity Analytics
y

Email and SMS » Email & SMS Subscription Report
Payment Email Analytics

Performance

Email Activity

Property Setup

1 e = 3‘] b PROPERTIES (1) Autoresponder v Resident v Select an Autoresponder v etoria.steen@yahoo.com

This will bring up the analytics for all autoresponder emails sent to this email address. By
clicking on the Pie under Sent Emails, it will bring up the emails that were sent.

Residents

Status Open Rate Clicks

1 o 0 0 0 0 o

Sent Emails Opened Emails Total Clicks Unique Clicks
0%
100% 0%

Click to Open Rate @
1 1

Success Rate Open Rate 0% v
€ sent @ Bounced @ Opened @ Not Opened Click-Through Rate @ @ Clicked @ Not Clicked
[ Export
search
Property Email Subject Recipient's Name Email Address Sent Date (m/d/yyyy) Status Email Opened  Link Clicked
Timbercreek East Townhomes Payment Confirmation Letoria Steen letoria.steen@yahoo.com 12/1/2018 02:55 PM CST En x x

To view the email sent, click on the Email Subject hyperlink.



Rent Café Site Manager
Payment Activity Reports

The Payment Activity report can be used to search payments and the status of
those payments. Click Reports, then Payment, and then Payment Activity. Use
the Filter options to select the Start Date, End Date, Property, Payment Method,
and Payment Type. Click Submit.

Analytics En St
Email and SMS

Performance Check Voyager Setup

Property Setup ePay Adoption

Call Automation
| Hide Filter

Start Date (m/d/yyyy) 12/11/2018

End Date (m/d/yyyy) 12/11/2018

Property Timbercreek East Townhome: ¥

Payment Method | @ Al ¥ Bank Account ¢ Credit Card ¥ Debit Card ¥ Apple Pay ¥ Masterpass

@ Cancellations

“ All # One-Time ¥ Auto-Pay ¥ Application Fees & Earnest Money

Payment Type

This will list the results of the payments made and the status of the payments. You can also
download the report by clicking on the Floppy Disk icon dropdown and selecting the format
to download.

o4t Jof22 0 M ¢ | Find | Next |%~|:
Total Records: 72 Word
Property { User % User Email § Type 5 Excel nt 3 Status 3 Description ; Date (EST) $ Source § Apartment ; Voyager 5 IP Address
Name Name PowerPoint (m/d/yyyy) # Property
Code
PDF
Timbercreek  Shelby Spiwak shelspiwak@gmail.com App Feef TIFF file 600.00 Success Application Fee 12/10/2018 Desktop 1834 te 73.48.8.243
East (p0244673) (Receipt=: 6:19:40 PM
Townhomes MHTML (web archive) 601748631)
Timbercreek  Leslie Jones holsather15@gmail.com App Feef CSV (comma delimited) 550.00 Success Application Fee 12/8/2018 Desktop 1720 te 73.48.8.243
East (p0244154) XML file with report data (Receipt: 12:14:19 PM
Townhomes 601748510)
Timbercreek  Mandi Eldred  mandi_jo_eld hoo.com One Tinl Daflfeed 121.95 Success Receipt: 12/7/2018 Desktop 1760 te 168.166.236.106
East (t0050814) 601748241 11:16:49 AM

Townhomes




Paperless
Items

Receivable/check copies-
Keep filed for 3 months
then shred

VISA receipt copies- Keep
filed for a month, then
dead shred

New resident
correspondence (ex:
letter we receive from
resident) - attach in
residents file in CRM 1Q

Outgoing resident letters (ex: noise
violation) Print a copy to deliver and
save a copy in their resident file in
CRM. Site Code Apt# First initial of
First name Resident’s last name
Document name and date.

Ex: “CB J. Harris 1002 Noise
Complaint 12-30-24"

Resident Correspondence Log - all
resident correspondence should
now be entered into CRM 1Q
memos- refer to CRM IQ memos
section of this manual.
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Paperless
Reducing PDF Size

If you find that your PDF files are too large to upload to Yardi or elsewhere, here is
an easy way to reduce the size down.

TIP- If your file is over 2MB, it is
best to try and reduce it's size

With in Adobe Acrobat (not in Adobe Reader), go to File-> Reduce Size PDF

| File Edit View Window Help

[ Open... Ctrl+O E2 [% I ';:: @)
»
T4 Create >
2
Save Crl+5 —
Save As... PDF... Shift+CErl+5
‘:é, Share Files Using SendrMow Online... Reduced Size PDF...
Attach to Email... Certified PDF...
Bavert Reader Extended PDF >
Close Cerl+wW Image >
i >
Properties... Ctrl+D Microsoft Word
Spreadsheet >
@ Print... Ctrl+P
More Options >
Change the drop down under ‘Acrobat Version Once you save it, the file size should reduce
Compatibility' down to ‘Acrobat 8.0 and later". considerably :
Acrobat Version Compatibility: WAS N OW
Make compatible with: | Acrobat 8.0 and later LI
Retain existing
—  Setting compatibilij&crobat 4.0 and later  bat yill
v allow greater reductf Acrobat 5.0 and later
Acrobat 6.0 and later . X
Acrobat 7.0 and later I Size ~ I | Size * l
Acrobat 9.0 and later 515?2 KB 195 KB
Acrobat 10.0 and later




Resident Referral Credit

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 one-time 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|51



Resident Retention Program

Our number one goal is to keep our residents and it is up to us to make that happen!
Make sure to understand and follow this plan

Make it a priority to learn resident names and pet names

Always greet residents

Remember, we are, "At Your Service."

Prior to move in
Confirm utilities are in the resident's name, review all lease documents/key points/payment info
Move in day
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)
1 day after mi
VP Letter Emailed
7 days after mi
Follow up call on happiness with new home
14 days after mi
Maintenance Supervisor knocks on door to go over procedures
Follow-up Maintenance door hanger
Move-In Survey emailed (Auto Sent)
60 days after mi
Follow-up to deliver,"Have a Great Day,"door hanger
90 days after mi
Follow-up call/ SMS to check-in
During lease term
0Ongoing communication, quarterly newsletter and resident events
120 days prior to renewal
Blank Service Request sent to resident 120 Day Email Auto-Sent
90 days prior to renewal
. 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
80 days prior to renewal
Contact anyone that has not signed a renewal or given notice
70 — 60 days prior to renewal
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
50 — 45 days prior to renewal
Send new offer letter
35 — 30 days prior to renewal
Send MTM reminder
20 - 14 — 10 days prior to renewal
Contact Resident to remind them they will be going MTM
After renewal
Thank You Email/ Survey Auto Sent
Carpet Voucher inside card signed by the team
After review
Send Thank You Card with Gift Card (Must be approved by Regional )
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Resident Retention Program

PRIOR TO MOVE IN

Confirm utilities are in the resident's name, review all lease documents/key
points/payment info

MOVE IN DAY

+  Team member walks apartment prior to move in with

sparkle bucket Happy Move-Tn Lay!
. A . We're so glad to have you here,
. Leave move-in gift & move-in booklet enjoy a pizza dinner on us!

+  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

. ope TELL US ABOUT YOUR
map all community amenities MOVE-IN EXPERIENCE

bit.ly/orchardoflanden_google

*  Hold mail keys until move-in checklist returned

PAY RENT ONLINE!
RD OrhcardOfLanden.com

*  Move-in follow up email (Auto Sent i 222 2010307

1 DAY AFTER MI

» VP Letter Emailed

VISTA
betsou 7 DAYS AFTER MI

WE STOPPED 8Y T0
INTRODUCE OURSELVES!

+ Follow-up call on happiness with new home

WHO ARE WE You 4ok

14 DAYS AFTER MI

+ Maintenance Supervisor knocks on door to go over procedures

T4 R e + Follow-up Maintenance door hanger

E5EE
e + Move-In Survey emailed (Auto Sent)
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Resident Retention Program

60 DAYS AFTER MI

+ Follow-up to deliver, “Smile Door Hanger,"” door hanger

90 DAYS AFTER MI

+ Follow-up call / SMS to check-in

DURING LEASE TERM

« Ongoing communication, quarterly newsletter and resident events

[** G

UNDER THE STARS

"MmAaviE -
NIGHT

Friday, Oct 4th
6:00-8:00 pm& ‘

GRAB YOUR BLANKET OR CHAIRS TO ENJOY INSIDE OUT 2 BY THE
[AUTUMN RIDGE COURTYARD FROM 6-8 PM. SNACKS & BEVERAGES
WILL BE PROVIDED BUT FEEL FREE TO BRING YOUR OWN! *

120 DAYS PRIOR TO RENEWAL

» Blank Service Request sent to resident
* 120 Day Email Auto-Sent



Resident Retention Program

90 DAYS PRIOR TO RENEWAL

+ 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
r their proposal will be deleted and a new proposal at a great rate will be issued

t

APARTMENT HOMES

12/11/2024

Joseph Sokol

Kimberly McKellar

3255 Softwater Lake Drive NE Apt 106
Grand Rapids, MI 49525

Dear Joseph Sokol, Kimberly McKellar and all other occupants

We are pleased to invite you to continue your residency at Lake Forest Apartment Homes! It is wonderful residents fike 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 Lake Forest Apartment
Homes 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 03/10/2025 and we have made it easier than ever for you to renew your lease
by offering you a competitive lease rate with flexible options We have also made the signing process as convenient as ever by
sending you your options to review and sign online. PLEASE NOTE THIS OFFER EXPIRES 01/10/2025. Once the offer expires you will
be able to renew your lease prior to the expiration of your lease 03/10/2025 to avoid the month to month fee.

‘5Month Beacwal 12.Meath Benswal
Rent 5153500 Rent  $1535.00
ParkingFees  525.00 525.00
T 00.00 105.00 T b
Short Term Lease Premium  $1 Utiities  §; L
Utiizies  $105.00 s
s $

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 not receive your
written notice to vacate on or before , or if you fail to renew by the expiration date, you will beputona h.
month basis at a rental rate of $1540.00 with a month-to-month fee of $300.00 for a total of $1,840.00 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 Lake Forest Apartment Homes home. Please don't
hesitate to contact us with any questions. We hope to receive your RSVP today!

Warmest Regards,
Lake Forest Aportment Homes Management

Always at Your Service!

«— RENEWAL
PRINTABLES

y

RENEWAL
LABELS 7




Resident Retention Program

80 DAYS PRIOR TO RENEWAL

Contact anyone that has not signed a renewal or given notice

70 DAYS PRIOR TO RENEWAL

Send 15 Day offer Expiring Letter

60 DAYS PRIOR TO RENEWAL

+ 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
» Ifrenewal or NTV is not signed, then email the list of whose proposals need
to be deleted and regenerated
+ PostIt's time to renew card to door

50 DAYS PRIOR TO RENEWAL

Send new offer letter

45 DAYS PRIOR TO RENEWAL 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 moch we have-appreciated having
renew if they haven't already done so. Attach cost of moving door hanger to ¥ou o5 pattof oggCommunity!
door. Atyour convenience, please review your
renewal options on your Resident Portal

35 DAYS PRIOR TO RENEWAL and selet 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

30 DAYS PRIOR TO RENEWAL

SC 30 day notice due
Send MTM Reminder

20 DAYS PRIOR TO RENEWAL

Follow up call to remind them to renew to avoid month-to-month fees.

15 DAYS PRIOR TO RENEWAL

Contact Resident to remind them they will be going MTM

10 DAYS PRIOR TO RENEWAL 1'4

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.
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Resident Retention Program

AFTER RENEWAL

« After Renewal Thank You Email/Survey Auto Sent

—_—
T e

Hel P BUILD AN EVEN BETTER COMMUNITY ! HOW ARE WE DOING?

inuing to call = First Pacific Group community home. We are at your service and are here to assist in any way we can. Please
o ev: Sur services. We are snxious to continue maks home = happy one.

Are the grounda and common areas kept to your satisfacsion? T 2% 3%  4d% s¥%
o saenn e i e eet e ek e e o a0
: Hr zHe xS
Caredry Room: o 2k Ak ek s%x
Bocreiic Area: oA A ax ow
Prayoromna: e 2 A ek svr
— i P 2 aA ek onx
Rasidant Acthviiea: A A
W ki A ik WA st Y s B i i AT
Would you recommend your community to a friend? ~r 3 =% ac S - wWhy?

We appreciate any ideas you may have to help us ImProve your community.

iate it If you could take 3 moment and visit our www ApartmentRstings com page and write 3 quick review.

2 Lot us do # for
=t four review of the community for you and use if as & testimonial? “if no name is Given we will enter it
No.

Please return to the Management office or drop box.
www. SantaCruz-Ants.com

+ Upon renewal each home is given a carpet cleaning coupon or the option of an upgrade - The carpet
voucher is good for one free carpet cleaning within 60 days of receipt. They can reach out to the manager
for other upgrade options such as: Blind replacement, Light fixture replacement, etc.

+ If the resident chooses the carpet cleaning they will reach out to the 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 ‘N0’ on the chargeback stamp and note “Renewal” on the notes line

+ Be sure to update the residents email address, phone number, and emergency contact upon renewal.

GET YOUR CARPETS
CLEANED - ON.US!

FIRST

PACIFIC
: FTER RECIEPT. VOL

FOEV AN & Y IC REPRESENTATIVE AT THE TIM Page | 57




Resident Retention Program

AFTER APARTMENT RATING REVIEW

Send a personal thank you card with a gift card once approved by the regional manager.

u.|oa's;uam“odvsp.loq:uoa\“_

dTIN 4N04d LV

SPIEYIIQ) W Y.L

THANK
YOU

WWQ/WM%W
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O crRMIQ

Yardi CRM

YARDI VOYAGERplus

Yardi is the Property Management

Software that our company uses for a v
majority of the tasks relating to

prospects and residents. Yardi Voyager

will be utilized by Managersand ...

Assistants as well as CRM 1Q which will [ e ‘
be utilized for all leasing teams.

TEST MODE

If at any time you want to practice, you are able to log into Yardi's Test Mode.
You can then familiarize yourself anytime with any aspect without worrying
about it affecting anything. Always ask if you are unsure of how something
works in Yardi! *NOTE* Color scheme for Test CRM IQ is not different. Make
100% sure you are in test mode. Color scheme for Voyager will be grey color
scale.



@ CRMIQ .
Community
Dashboard

Daily Completion Score: Designed to track

@ your progress throughout the day. You can ® Property / Agent Filters: You can
update this about every 5 minutes. change your property / agent here at
any time.

@ calendar: The Calendar is extremely
important and should be looked at
daily. This shows all Appointments for
the week and the Full calendar show
all items including memos if selected.

@ Queue Box: Shows your Priorities,
Applicants, Residents. With next
steps for each prospect / resident.

Add New: Quickly add a guest card,
Follow up, or Work order

0O CRMIQ  Doshboards~  Reports ~  Communications~ | Add New ~ IS

# Agent Dashpoard ::Dmt:;eeksnsnawnnomes(xe) x| i :::(Aggu
'C’:";’j:'"";':::"pj‘:iﬁ'om 1 Priorty 5) © Applicants (0) Residents (0) —_— | ES:Z‘(TV:’EEH B ol e [ s
from the past doy Sun8 Dec Mon 9 Dec Tue 10 Dec ‘Wed 11 Dec Thu 12 Dec Fri 13 Dec Sat 14 Dec
a ik Move In
& |Complete Follow-Up 5 | |
22% & |Update Tour Result M
. A |invite to Apply Agent Evepf
. .  [Prospects with No Follow-Ups 574
Q Search o (| complete Follow-Up!
Person = Follgw-Up Details $ Property = gent ¥ Tastt Tast Actvity Next Step
R Call to Christina Griffin
Douglas Shawnta 8 ol - 3rd Follow Up Call Timbercreek East Townhomes Christina Griffin Dc ;2024 Call
R Call to Morgay Settecerri
i’::::' R ;C"“]';yz'aff"e"“'“’T“”" @ Timbercreek East Townhomes Morgan Seftecerri ﬁ;;:simm - Open
View/Reply
‘mail
KayleeiThomas: ;ﬁ“ﬂ"z';‘:”“w Op Cail Timbercreek East Townhomes LeaAl LeaAl z::;::lﬁ‘:m o Call ‘
o ViewReply
% Email
el r::e 11Cal =3 Folow Ui Cal Timbercreek East Townhomes LeaAl LeaAl Dice;2028 Call /s
; - Help Center: You can view @ Live Agent Support: Chat
@ Reports: Access Residential : i ith a Yardi R tati
here for any updates, videos B IS IRatIvE
and CRM IQ Reports M ' for any questions / issues in
or research questions. yq
1Q.
@ Dashboards: Clicking @© Communications: Primarily © Profile: Click here to update
Dashboards give you access to used for Marketing you can your email signature, e-sign
a range of information. review analytics, create signature, switch to dark/light
Documents, Renewals, Work campaigns, and send mode, update your profile,
orders, availability, etc. eblasts. *Permission mark yourself as
Required to use* available/busy/away, change
systems, or simply just log

out.
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0 CRM IQ
Guest Card

Entering Prospect/Guest

Click on Add New — Select Prospect — Enter Information — If there are possible
matches it will show below — If none match click Save.

O- CRM 1Q Dashboards ¥ Reports ¥ Communications ~ H Search... Q
(4
Prospect

Follow-Up

Q Search... e Records Work Order

Source Is Important!

o = It is highly important to get the correct source from prospects. DO NOT
- randomly choose one if you don't get the source immediately as this will

| throw numbers off. We spend lots of money on marketing and putting in

‘ the correct source helps us analyze where we should be doing more

Date”| Apartment Guide marketing and if certain campaigns are doing well.

Apartment Ratings
ApartmentFetch

Apart tFind q o q .
B When entering a new guest, all the fields with red asterisks are

mandatory fields that you must fill in in order for it to save. Itis
important for you to enter all the relevant information into each field

ApartmentList
Vie Apartments.com
Apartments.com/CoSte

Apssesi o section to serve as a reminder to what the prospect is looking for, if they
Bing v have pets, when they are looking to move in, what their budget is, etc.
Add Prospect X

Prospect Details

*Indicates required field. Phone or email is required.

First Name* Last Name * Phone Email
Haley Comish B - (580) 580-5880 test@fpacific.com
Property * Agent * First Contact * Source *
Cedar Brooke Apartments (cb) : Jennifer Reeves (cb) : Call x v Apartments.com X -

Possible Matches

If a prospect record already exists for this prospect at this property, please open it below instead of creating a new one.

Name & Phone Number(s) & Email & Person Type & Unit Type & Unit & Status &
Haley Cornish ©  (000) 000 - 0000 testtesttest@gmail.com Prospect None Prospect
Haley Comnish @ (000) 000 - 0000 trainingtest@gmail.com Prospect None Prospect
Haley Cornish ©  (567) 843 - 9209 test123testd56test@gmail.com Prospect cb1bl (1x1-U) 2102 Prospect

— -




~
& CRMIQ
Guest Card

As you start to fill out the prospect’'s name and phone number, the system will start looking
for a match for a previous prospect. These matches will start appearing below the guest card.
If any of the prospects populating are a match, you can select the match and hit Merge
Guests. *NOTE* Once merged, you cannot unmerge so be sure it is a match.

Add Prospect X

Prospect Details

*Indicates required field. Phone or email is required.

NOTE : Please check the

agent selected is the - (= o
correct name. This can be T ! X x
changed with managers Possible Matches

If @ prospect record already exists for this prospect at this property, please open it below instead of creating a new one.

approval.

Haley Comish ©  (580)291-2765 hiynclernsh@gmail.com Prospect None  Prospect

Haley Comish @ (000) 000 - 0000 testtesttest@gmail.com Prospect None Prospect I
Haley Comish ©  (000) 000 - 0000 trainingtest@gmailcom Prospect None  Prospect

Haley Comish @ (000) 000 - 0000 testtesttest@gmailcom Prospect None  Canceled

Haley Comish © (5800912345 testhaleycornish@ymil.com Prospect te-3 (3 bedroom townhome) 1701 Prospect

Haley Comish ©  (567)843-9209 test123testdS6test@gmailcom  Prospect <bib1 (1x1-U) 2102 Prospect

Haley Cooksey ©  (816)808- 6154 haleycookseyB@gmail.com Prospect None  Prospect

Haley Testc ° testhaleyc@hotmail.com Prospect None  Prospect
Haley Aldrich ° haleyaldrich§13@gmail.com Prospect None  Prospect

Smesl m
. I

Once the guest card is saved, if you have the email you should always invite to RentCafe. Once on the
profile click RentCafe — Invite to RentCafe. This will send the link to the applicant to start filling out
the application.

Home / Search / Test Haley / Timbercreek East Townhomes 6]
Test H ° Follow-up tang st
imbercreek * p0441025 Dec 12,2024, 1230 PM Y
Dverview
Profile
Prospect Workflow v
S iriome Preferred Name
Test Haley
Roommates 0
co349661
Select Units
HariEiTorms Profile | RentCafe &+ | Custom Tables  Notes
Applicant Workflow >
Person & Email & Invite Status # Result & Account @ ¢ Action Options
Documents
& t‘y"‘e‘/ testingagain@hotmail com NotInvited Not started 2~ Invite to RentCafe
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CRMIQ
Search

In this tab, as you can see you can search for a person
using a variety of methods.

Depending on your search type, will determine what results populate. Each
search type has additional search filters that can be utilized to narrow your
search parameter

. Guest Search | Populates all Prospects defaulted by most recently entered

Resident Search | Populates all Future, Current, Notice and Past Residents
defaulted by most recent move in date

Everyone Search | Populates both Prospects and Residents
Property Search | Populates properties

Unit Search | Populates all Units listed in order

Vehicle Search | Populates all vehicles

O’ CRM|Q  Dashboards~  Reports v  Communications v | g AddNew + [ B

Keywords Type Property Unit Status
Search  exjomnsmitt Breryone  +  MOt(molistlis) x  §  SelctUn POAl v More m Save  Clear
Everyone
Prospect
Resident

Pet
To begin, please enter your search terms into the Keywords field.

Vehicle
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CRM 1Q Unit
Availability
Report

The instructions below show how to pull the Unit
Availability Report through CRM IQ Reports.

The instructions below show how to pull the Unit
Availability Report through CRM IQ Reports.

Only managers will have access to change the
notes field.

A copy has also been saved to your site server
under office forms.
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Unit Availability Report

CRM

IQ

Pull the Unit Availability Report by going to Reports (1 Click More... [ Unit Availability

Dashboards

T cRM IQ

Keyword:

Search ex

John Smith”

Q

Leasing

Activity Register

Ad Source Performance

Aged Missed Follow-up

Agent Notification Response T...
Agent Performance
Conversion Life Cycle E1
Conversion Ratios 51

First Show Conversion Ratios 1
Conversion Detail Report 1

= I — _

Property

Aged Receivables
Box Score y

= Clear

Resident Renters Insurance

Delinquency Summary Policy Information

Default Routing

Gross Potential Rent
Market Rent Schedule
Notes

Projected Occupancy
Property Performance
Property Status

Rent
Lease Expiration
New Leases

Policy Portfolio

RentAdvocate
More...

Follow-Up Event Type
ID Verification Report
Incoming Traffic

Lead Stage Summary
Prospects Without Active Foll
Queue Management
Reasons Did Not Rent

Term Based Pricing Availability
Traffic By Day

Traffic Sheet

Less...

Rentable Items Directory
Renewal Pricing

Rentable Items Availability
ROI

Tracking & Routing

Unit Directory
Unit Statistics
Unit Vacancy
Voice Analytics
Weekly Status

Admin Custom Reports

Elevate Usage SQL Reports

YSR Report

Use the filter screen to select the property and To Date. On the Include drop down, be sure
to select Pre-Leased Units and under Show drop down select Both. Click Search

O- CRM IQ Dashboards +  Reports ¥ Communications ~ Add New & B
4
Property * Include * Summary Type * Show * To Date * Unit Type
Unit Availability = TimbercreekEastTo.. & Both ~ | Amenities - Both ~| 121052024 B Select Unit Type H m Save  Clear

Once the report populates, you can download it in either PDF or Excel to print if necessary.

Property * Include * ‘Summary Type * Show * ToDate* Unit Type
Unit Availability ~ Tmberreskosto. < i Botn ] [ Amenities v [ Botn v 1082024 @ SelectUnitType B3 s oo
Rent Rent Deposit Deposit Vacant  Ready In Until out Sign B Export Excel
[ Export POF
Timbercreek East Townhomes (te) - Notice Unrented m. Email Report (Schedule)
Diamond Upgrade Location Premium A
2 w0se7s  Beknap Tessa 131000 164000 w000 000 Notice wenos w0z Ne 10282024 115205 VL2023 116202 U152025
Notes: Diamond Jan 2025
Total Lunit 131000 164000
Timbercreek st Townhomes (te) -Occupied No Notice
Location Premium A
702 0sssEs  ickett, Danille 133000 134000 12%00 000 Current w0 805 No 312023 BBU223 EBN2026
1703 10082139 Carrillo,Yolanda 131000 134000 3000 000 Current w02 w0 Ne a2 eps0zs 9panors
704 231970 HulBrin 131000 134000 000 000 Current 822018 42018 No 32018 w024 252025
1705 10078256 Berios,loel 129000 134000 109000 000 Current M0 MER0N No meR020  one202 3182025
Mindful Grey Paint Location Premium A
12 w0837 Boss Zanya 136500 141500 75000 000 Current 9912022 9912022 No 9912022 9122023
Notes:  Full paint September 2022

@ A
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CRMIQ
Lease Expirations

+ To see an overview of upcoming lease expirations you can take a quick look at the
Availability Dashboard or the Renewal Dashboard.

» You can also pull the report shown below for more information and to give you a broad
overview for upcoming months. Click Reportsii—[]Lease Expiration

(> CRM IQ

Reports ~

Communications ~

A Agent Dashboard

Daily Completion Score
Completion rate of pending items for t
from the past day

Q search

Leasing
Activity Register

Ad Source Performance
Aged Missed Follow-up

Property
Aged Receivables
Box Score Summary
Default Routing

Agent
Agent Performance
Conversion Life Cycle 11
Conversion Ratios [l

First Show Conversion Ratios [

Conversion Detail Report 1
Follow-Up Event Type

ID Verification Report
Incoming Traffic

Lead Stage Summary

Prospects Without Active Foll...

Queue Management
Reasons Did Not Rent

Term Based Pricing Availability

Traffic By Day
Traffic Sheet
Less...

Admin

Elevate Usage

... Gross ial Rent

Market Rent

Resident Renters Insurance

Delinquency Summary
Effective Rent Policy Portfolio

Tease Expiration

New Leases

Policy Information

fue3 O

Notes
Projected Occupancy
Property Performance
Property Status

Rentable Items Directory
Renewal Pricing

Rentable Items Availability
ROI

Tracking & Routing

Unit Amenities

Unit Availability

Unit Best Price Listing

Unit Directory

Unit Statistics

Unit Vacancy

Voice Analytics

Weekly Status

Less...

Custom Reports

SQL Reports
YSR Report

Rent Roll
Rent Roll With Lease Charges
Resident Activity Detail
Resident Directory
Residential Correspondence
Security Deposit Activity
Less...

 Enter the filters for Property and month period you are looking for. Then hit Search and
the screen below will show. You are able to drill down on any of the blue numbers for
more information on the residents expiring that month.

Lease Expiration

Property Address

te Timbercreek East Townhomes (te)

Total

Summary Type * Month/ Year *

Property - 1272024
Units MTM Dec 2024
100 2 1
100 2 1

Unit Type
] Select Unit Type.

Jan 2025 Feb 2025 Mar 2025

Property *

Apr 2025 May 2025 Jun 2025 Jul 2025 Aug 2025 Sep 2025 Oct 2025 Nov 2025 Total
8 6 8 12 13 14 11 4 97

8 6 8 12 13 14 11 4 97




Adding Attachments
INCRM IQ

Go to resident’s Lease Info page, then click on the Attachments tab

Home / Search / Amber Larson (Emp) / Cedar Ridge Apartment Homes (cr)

p) - (CurentResident) = (P Follow-up. Type
; Jun 17. 2025, 8:30 Am Primary

Unit 15717 * 10087988

Document Tracking Add Documents ~

Attachments

Signature Documents __ Uplo

Documents.

Select who this attachment is for*

Amber Larson (Emp)

Drop files here to upload.

or

Select File

Max Size: SMB, Valid files: PDF. Text (TXT, CSV. XML). Excel (XLS. XLSX. XLSB). Word (DOC, DOCX. RTF). Image (PG, JPEG. TIF. BMP. GIF, PNG). Video (MP4, MPG, AVI), Other (ZIF. DWF, DWFX. SVG)

Uploaded Files €

To add attachments to guest cards, go to the Applicant's Profile screen and click the
Attachments hyperlink

Home / Search / Rachel Page / Cedar Ridge Apartment Homes

Rachel Page (Appicant) & (* &

Cedar Ridge Apartment Homes * Unit WATTWNU * p0439656

Jennifer

Overview

Document Tracking
Prospect Workflow >

Applicant Workflow v
Signature Documents  Upload Documents | Attachments

+ Application Form

V' All Charges
fachment is for*

' Screening & Approval

Ledger Drop files here to upload.

fachel Page

or

Select File

Max Size: 5MB, Valid files: PDF. Text (TXT, CSV, XML). Excel (XLS, XLSX, XLSB), Word (DOC, DOCX. RTF). Image (PG, JPEG, TIF, BMF. GIF, PNG). Video (MP4, MPG, AVI), Other (ZIF. DWF, DWFX, SVG)

Uploaded Files @

Once on the Attachments screen, click on the Choose Files button.

Choose Files Start Upload Cancel Upload Delete Selected




O
Adding Attachments
INCRMIQ

The following window will appear. Select the file to be uploaded and hit the
Open button. NOTE: If added to desktop it should be deleted immediately
after. Nothing is to be saved to your desktop.

Organize ~

# Home

& Gallery

OneDrive

B9 Desktop

| Downloads

Drop files here to upload.
Documents

¥ Pictures

or

File name: | 1t Floor Diamond - HC Test | All Files B (-G, |PEG. TIF. BMP. GIF. PNG). Video (MP4, MPG, AVI), Othe

Once you select the document and click open it will automatically start uploading the
document. If you need to edit the name you'll click the Pencil.

Lrop files here to upload

or

Select File

Queue progress:

Max Size: 5MB, Valid files: PDF. Text (TXT, CSV. XML). Excel (XLS, XLSX. XLSB). Word (DOC. DOCX. RTF), Image (JPG, JPEG, TIF. BMP. GIF, PNG). Video (MP4, MPG, AVI), Other (ZIP, DWF, DWFX, SVG)

Uploaded Files €D

Resident % Name % Type & Uploaded Date $  Portal #  Edit # Preview # Download %  Delete

(DOC. DOCX. RTF), Image (JPG. JPEG. TIF. BM F. PNG). Video (MP4,

Uploaded Files @)

Resident % Name $ Uploaded Date % Portal & $ Preview & Download %

Amber Larson

1st Floor Diamond - HC Test.pdf Dec5, 2024 (o] £
(Emp)

Delete




Work
Orders

Residents can enter work orders via phone, e-mail,
online or in person.

Our goal is to complete work orders in a 24-hour turn-around
period, or the same day if we are able.

Emergency or high priority work orders such as a water leak, no heat, no
water or a lock change, will be first priority. Otherwise, for fair housing
reasons, all work orders need to be completed in the order they were
submitted. For this reason, it is very important that work orders be
entered and printed immediately as they are received.

Work orders should also be entered for any office, amenity, or
site work that is needed. For example, installing new stop signs,
new fence post, or repairing an office window. These will help
us to keep track of the workload of the maintenance team and
serve as a record for work completed in the past.

Page |69



Work Order
Reminders

. Any time that you are entering a work order you need to make sure that you
are inputting not only the description but the problem description as well.

. The description field at the very top needs to be precise. For example, stove not
working; toilet running; fridge not getting cold; electric outlet not working; toilet
clogged; etc. If you have multiple issues, please mention all here.

‘ The problem description goes into detail on the issue in order to help the
maintenance gather information and supplies before performing the work. So,
if the hot water isn't working you can say “hot water works for 10-15 minutes
and then gets freezing cold” or “heat set at 75 but blowing out cold air. Resident
switched to emergency heat and still not working.”

‘ For the problem description, this is vital when pulling a service request report
so that all issues can be seen at a glance. Make sure to be very descriptive.
Please make sure that as much information as possible is entered.

For electrical outlets specifically - if someone calls in and says they are not
working please put them in the category of "electrical”.

If a resident test positive for COVID you are required to let the manager and the
maintenance staff know immediately.

If the resident test positive for COVID and it is an emergency our maintenance
team will need to suit up and perform the work.

If the resident test positive for COVID and it is NOT an emergency the work
order will be put on hold until the resident is no longer positive.
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Creating A New Work
Order

From the Agent Dashboard, click on Add New or from the Resident’s Profile, click
Service Request then + Add Service-Request

Select Unit from drop down and Resident from drop down. The resident
information will auto populate. Verify all information that populated is correct
including Name, phone number and email address.

Enter a brief description of the problem and Select the category from the drop
down.

Enter full description in the Problem Description box. Be as descriptive as
possible to assist maintenance complete the work.

Health question should be asked but is NOT mandatory.

Always ask if we have permission to enter if they are not at home. Ensure they
know it may take longer if they do not give the allowance. Also verify that no
minors will be in the home alone, as we will not be able to enter. Toggle the OK
to enter button on.

If resident has access notes such as dog or time to enter, add to the Access
notes.

Click Save

s Work Order Details




@

Printing Work
V Order/Tech Notes

Once you have saved the work order you will print 1 copy.

This copy will be put into the “to be completed” work order bin in
your office.

The maintenance member completing the WO will this copy and a
Maintenance door hanger to the home they are working on.

If they are able to resolve the issue, they will leave the door hanger
on the residents door. Under the “Technician Notes” on the work
order they will fill in how they completed it for our records.

Once filled out they will put the completed work order into the
completed work order bin.

If they were not able to complete the work, they should still leave a
the door hanger with notes, and notify the resident when they will
be back to have the work completed.

The technician should also include his/her name and the time they
were in the apartment as well.

The technician should note if any charge back for damages or
replacements should be charged to the resident.
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Closing Out Work Orders

To close a Work Order go to the work order Dashboard in CRM IQ.

O crRMIQ

Work Order

Priority

1

Dashboards ~

A Agent

Availability
Documents

Make Ready

Move In Readiness
Renewals

Resident Screening
Resident Services
Leasing Performance

Marketing Overview

This will pull all active work orders in the system. To complete a

work order simply click the

Saved Filters
None

Work Order Dashboard

Priority Assigned To Employee ~
No data available.
W High Priority 4
Low Priority 4
Medium Priority 2
Q search e Work Orders.
[0 WorkOrder ¢ Priority & Assignee Category ¢  Property &
O |ao7se Amenity Hidden Creek Yes
= Pool

Apartments
ho

Unit 145, 200 Button
Street Unit 1456

Ok To Enter %

work order Hyperlink.
More (1) v m Save

ty
] sclist (Santa Cruz list) %

Category Action Items
Unassigned
W Exterior 18
Overdue
Plumbing 5
Unscheduled
W HVAC 2
My Work Orders
B Amenity 2
W Appliances 1

Goto WO

CreatedDate ¢ LastUpdatedDate ¢  DueDate % Status & Problem Description &

December 30,2024  December 30, 2024
1:49 AM 1:49 AM

Call

TEST

After clicking the hyperlink a the work order details will appear. Click
View More Details in the top right corner to add the techs labor

times.

WO# 407699

Information Attachments

Select template

Location
Property *

he (Hidden Creek Apartments)

Work Order Details

Low Priority

Status*

Call

Brief Description

TEST

SPDF D View More Details >4

Display Type

Default -

Unit

145 (hc)

Asset

Building

Select asset Select building

Category * Subcategory *
Amenity Pool -
Description
TEST
y
4135

4zan00

© Add Work Order

Last Activity &

Created
hcomish@fpacific.com
Dec 30, 2024 1:49 AM

D View All
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O cRMIQ

Closing Out Work Orders

Click Labor on the left side menu and then click + Add Labor.

Home / Work Orders / 407699

Work Order #407699
TesT

‘ Select the Employee from the drop-down menu and
enter the Actual Start Date, Actual Start Time, Actual
Finish Date, and Actual Finish Time. Click Save.

Labor X
Employee* e ;| commission » Tox »
. Pay » Charge »
S Select kil
Unit Pay ($) o Unit Charge ($) o
St Stoes 12/30/2024 7:00 am &
Pay Amount ($) 3 Charge Amount ($) o
Scheduled Finish 35012094700 om "
Pay:Account Select Pay Account H Charge Code Select Charge Code
Actual Stary 12/30/2024 7:00 am ]
) Unit Select Unit : i Select Unit
Actual Finish 12/30/2024 7:05 am ]
Total Hours o

‘ After clicking save it will show you the labor added.
Click the back button twice to go to the main work
order page.

Home / Wor O E]
oy S carecony e @ rrore
Work Order #407699 .., o 7 Ameny cal Hidden Creek Aportments (hc B :
TesT “poal
Labor ® Add Labor
....... horge
» » » »
B Photos 21302
21302
@ TechNots  sen 121307
i

121307
2 Labor
& Voterials
D otal 08 Amount: $0.00 mount: §
B
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Closing Out Work Orders

Once returned find your work order and click Complete

Q search e Work Orders Go to WO © Add Work Order

[0 WorkOrder ¢  Priority & Assignee Category &  Property & OkToEnter #  Created Date % Last Updated Date ¢  DueDate & Status & Problem Description & Last Activity &
D 407699 Jaime Ambriz 4 Amenity Hidden Creek Yes December 30,2024  December 30, 2024 4 TEST Assigned to Jaime
TEST S Pool Apartments 1:49 AM 2:05 AM Ambriz
1S o (h) Haley Cornish
Unit 145, 200 Button Dec 30, 2024 10:05 AM
D View All
] :
o From the complete screen you'll enter the completion notes under Tech Notes.

You will enter in the Completion Date and Time from the technician’s notes, don't
o use the default date/time.

‘ Click Save & Complete. Complete Work Order Request #407699 X

* indicates required fields

Completion Date *

Dec 30, 2024 2o

Completion Time(PST) *

12:00 AM (C]

Full Description

Input the full description for the request

0/200
Tech Notes*
TEST H]
4
7/200
Cancel Save & Complete

The WO is now completed in Yardi and will no longer show on your dashboard.

If the WO had “chargeback” resident noted, then these charges should be added to
their ledger and the resident notified of their balance due. You will then stamp the
WO as “entered” and write your initials.
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CRM 1Q Queue

From the Agent Dashboard you can click in the Queue Box to manage your Queue. All boxes are
set up to ensure nothing is missed. Your first step would be New Leads — New Conversations —
Complete Follow-Up — Update Tour Result — and Invite to Apply. If the box is Greyed out there is
no item to review. You will also find the Prospects with No Follow Ups in this box. These are to be

worked when Traffic is low.

® Agent Dashboard

Priority (13) & Applicants (5) Residents (4)
Daily Completion Score
Completion rate of pending items for the property
from the past day =2+ New Leads 2
New Conversations 2
Complete Follow-Up 7
0% #8 Update Tour Result 2
Completed Pending 2§ nviteta Apply o
= - B~ Prospects with No Follow-Ups 1782
&£ Lostupdated at: -
I — | T
Q searen. )

The Daily Completion Score tracks the Completion rate of pending items for the property.
Your goal is to be at 100% before you leave for the day. You are able to refresh this about

every 5 minutes.

N e— |
# Agent Dashboard

Daily Completion Score @
Completion rate of pending items for the property
from the past day

Completed
®

& Lastupdated at: 12/5/24 1:00 PM CST
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CRM IQ New Leads

New Leads will be new prospect that has called, emailed, texted, or chat. You'll also
likely see Vendors / Spam come through here. If it is a Vendor or Spam you can
click the Trash Can (Not a lead) to Remove it.

If it is a lead you will click Assign and select an agent. If the next step is Convert
then you'll see if there are any possible matches for this number or create a New
Prospect.

Property et
#& Agent Dashboard MOJist (molist list) x i | | Select Agent
priority (14) © Applicants (5] Residents (4 focih Aot EFTI.
il e i MOlst(moist. % i | Select : Select events - v K Todny >
g Sun 1 Dec Mon2 Dec Tue'3 Dec Wed 4 Dec Thu5 Dec Fri6 Dec Sat7 Dec
2
s
2
o
82
Q [ =
P Conversation Type Property Agent s Next Step
Kevin Snow; H e Cedar Ridge Apartment Homes House . nesign @
rompect Decs, 2024 Reques
tHoiiame) o;ca Timbercreek East Townhomes Property Websita Convert ®
o D3, 202
Keywords Tpe Property Unit Stotus
ead 8162563445 Everyone Timbercreek East To.. % } Select Unit H Al . More v w Save  Clear
Nome cal Phone Number Contact Property Source
(No Name) Listen (816) 256 - 3445 Dec 5,2024 7:01 PM Timbercreek East Townhomes Property Website
A Search. o Records
lame & Person Type & Phone Number(s) % Email & Property & Unit Type & Unit ¢ Link &Assign © ¢
3pam Call Spam ° ?'“5"‘"' ‘p":“°’y‘ (816) 256 - 3445 Timbercreek East Townhomes None
f there ect matches...
Click Create Prospect to cre prospect record at this property.

Create Prospect
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New Conversations

The Conversations box will be incoming calls, texts, or emails that are linked to a
prospect or resident. Click the Blue hyperlink associated with the conversation to
read or listen to the conversation. If it is something that has been address you can
click Archive. If not you can respond by clicking the hyperlink or the word
associated with the task under next step.

,,,,,,, o
# Agent Dashboard Mot (motst s x| £ | Soect A
priony 12 © J— [m—
i — B B < e >
& 5 Dec. Fri6 Dec
2 Pe
N E
5 s Guided
: ERETE
a - @ (NewConersoons
Parson Propert; A LastConversation LostA Naxtsi

Once you click the hyperlink or the word associated with the next step the

Com-Hub will pop up for you to respond. Note: You can access the Com-Hub no
matter what screen you are in.

Communication Hub

Property
MOt (molist_ x| §

: p B < e s
> Unknown =~ = @ « mibs  [Men2Dec  Tw3Dec  |Wed4Dec  [TwSDec  [FaGbes [sat7 Dec
 S——— gty | oy B ey || Prpry | Popacy Dt
N
0 el 7 e s i i oIy s sty s oy, S
((((((( s orn. | e : = =
ovia
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Complete Follow-Up

The Complete Follow-up will be your Follow-ups for existing prospects for the day.
You'll find the person's name, the follow-up details, property, agent, Last
Conversation, last activity, and your next step. Be sure you're doing the correct task
associated with the next step. If it says call you MUST call.

pppppppp Agent
# Agent Dashboard MOt (maiit ist) x| i | | Select Agent
Priority (11) © Applicants (5) Residents (4)
Daily Completion Score
ms for the prop
2+ New Leads 1
New Conversations 1
& Complete Follow-Up 7
Loading... & Update Tour Result 2
F» an L
L] L B Prospects with No Follow-Ups 1782
Search (Complete Follow-Up )
Qs © (comviewrotonve)
Person & Follow-Up Details % Property & Agent & Last Conversation Last Activity Next Step
Namiah Ross  Call - Final Follow Up Call T I
prospect Decs, 2024
Erika Miller . cal Timbercreek East Townhomes il
prospect Decs. 202 Unit: waT2
Agent Changed by Christina Griffin
Rochel Hoond Dl Timbercreek East Townhomes X cal s
. Decs, 2024
[mE} A

Click the hyperlink associated with the Follow-up Details to complete the

task. You can also click the pencil to edit or complete. Add your notes and
click Complete.

Follow-Up

*indicates required fields

Description
Final Follow Up Call

Property *

Timbercreek East Townhomes (te) - First Contact

Due Date *
Dec5,2024
Due Time (CST)*

namiah ross (Prospect - NoUnit) ~ x ~ 03:45PM ®
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CRMIQ
Deactivating Follow ups

We should NOT be deleting any guest cards out of our system. Instead, we need to deactivate
the follow ups, so we aren’t spamming prospects if they're uninterested.

NOTE : Use the last follow
up due date to determine
the date for the next
activity.

| Timeline | Historical {

Follow-Up

Description

Last Chance

Follow-Up

Property *

Cedar Ridge Apartmen

Once click Activities located on the right side of the profile view the timeline to determine the last
follow up due. Then you'll click Add New Activity — Follow up — Change Due date to the day AFTER
the last follow up — Select the channel, result, and add your notes — Click the Complete Box — Save.

Activities

I v Add New Activity

/— Comment 20 Follow-up i Appointment #= Log Activity B Memo

Visibility ®

@ public O Private

Type @username to notify users of comments

otes

Once completed

All follow ups will be auto completed and
the logs will look similar to this.

Activities

> Add New Activity

Activities X

 Add New Activity

W Comment  ZeFollow-up @ Appointment  #=Log Actvity B Memo

e e
Timbercreek East Townhomes(te) < | beczs 202
,

a Items for the last 3(JIAYE.

Timeline

Prospect Tracker

Follow-Up

~@- Today: Dec 12, 2024

First Contact: Call
8 oec 12,2024 1227

12:27 PMCST

@ First Contact

Time Frame ~  [] Hide Automated

Historical (2) Future (0)

Follow-Up

escription

roperty *

Timbercreek East Townhomes (te)

Due Date *

Dec28,202

Agent* Due Time (CST)*

Haley Cornish - 04:00 PM o

v Complete

--- Select ---

Optional Notes *

Test for training guide - HC
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Update Tour Results

Once it's your appointment day your task will move to the update tour results box.
If you showed the prospect click complete show. If they missed or had to
reschedule click Reschedule.

© Fropery .
Priy (12) Applcants 5) Residents () R
Dally Completior MOlit(molit.. x| i | Select
2+ NewLeods 1
1
7
Loading. 3
. L] 72
Q ° (Updote Tour Reslt
Appointment . ProspectCreated . Desited Moveln
Person ¢ Property & Agent ® ot ° pae Next Step
Omer Martinko Cedor Ridge Apartment - — Hoven on 30,2025 — e (5
cospect fomes 2624 Any th
Jaire Bozeman Cedor Ridge Apartment [ S Move-In: an 1.2025 e—— ) [
pospect Homes oy Bt Any B
Terry Rainey Caun evsous Fparimates et Byars Sop 4, 2024 Copl ey e @ .
,,,,,,,,,,,,,,,,,,,,,
o A%

Once you click Reschedule you can change the date / time or if it was missed click
the drop down and select your reason.

Appointment Cancel Appointment X

Appointment Type * d Appointment Conflict

Guided Tour v Blackout Conflict omes (cr)

Property Event Conflict
Date Available Timeslots u

Missed
Dec 5, 2024 - O~ nt Homes - Townhom...
Cancel
Pruspec
From (CST) To (CST) Omer Martinko
03:00 PM () 03:30 PM o
Agent *
May Dela Cruz X -
Description
Looking for 2-3 bedroom w/ garage and storage, 1
occupant, no pet Jan-Feb
4
73/200
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CRM IQ Email Templates

All email communications will be created directly from the Com-Hub. You have multiple ways to
access this. You can search the prospect / resident, simply click the com-hub, or click on a task in
your queue box to access it.

To send an Email, once the prospect / resident is selected and your Com-Hub is open
click the email icon to start a new email.

Communication Hub

5> Omer Martinko fese E o«
Cedar Ridge Apartment Homes

Q | search
Hello Omer,

B Omer Mortiok HZ0EN You have an appointment! - . We're looking forward to meeting you!
v

Cedar Ridge Apartment Homes If for any reason you need to cancel or reschedule your appointment, please s¢

Omer Martinko 10:17 AM option:
Appointment Reminder 2 Reschedule or Cancel

Cedar Ridge Apartment Homes
Omer Martinko 10:17 AM
Hi Just a quick reminder that w. 2
Cedor Ridge Apartment Homes
Omer Martinko 821 AM
Are You Stil Interested in Leasin. 2

Cedar Ridge Apartment Homes

Thank you,

Team at Cedar Ridge Apartment Homes
3100 Quail Creek Drive

Independence, MO 64055

(833) 375-5038
htps:/iwww.cedarridge-apts.com

Schedule A Tour or Apply Now!

Cedar Ridge Apartment Homes

3100 Quail Creek Drive
Independence, MO 64055

10181 373 OBAN | thnmndmen Db rifin ~nme

Phone

Select the recipients and click the dropdown on Apply Email Template. This will open all of
our active email templates. Simply select your template wait a few seconds and it will
populate the Subject and body of the email. You can add attachments and CC if applicable.

Communication Hub X Communication Hub X

5> Omer Martinko (Fest) g g

Cedar Ridge Apartment Homes

> Omer Martinko (Feset) g g
Cedar Ridge Apartment Homes

Q | Search

From Property: Q | Search From Property
) o0 Cedar Ridge Apartment Homes - TR0 Cedar Ridge Apartment Homes -
& Omer Martinko y & Omer Martinko
L 4
To:* To:*
Cedar Ridge Apartment Homes Cedar Ridge Apartment Homes
Select recipients v Add cc Select recipients . Add cC
Omer Martinko 10:17 AM Omer Martinko 10:17 AM
= =
Appointment Reminder 2 Subject: * Appointment Reminder 2 Subject:*
Cedar Ridge Apartment Homes Cedar Ridge Apartment Homes Thank You for Contacting Us!
[ OmerVartinko 10:17 AM Y. (P OmerMartnko 10:17 AM
y Email Tem Apply Email Template:
Hi. Just a quick reminder that w. 2 Hi,Just @ quick reminder that w. i pply Email Templat
Cedar Ridge Apartment Homes bapoly En i Cedar Ridge Apartment Homes 15Minuta Quaile i
g OmerMartiko 821 AM operh g OmerMartinko 821 AM Append Token: Attachment
Are You StillInterested in Leasin.
2 15 Minrte Quetie Are You Still Interested in Leasin. 2 Aopers Token . A
Cedar Ridge Apartment Homes Cedar Ridge Apartment Homes
Appointment Reminder
o D = 1= | =
©) Source  Paragraph v 2 0s = E
CR Photo Gallery o7 B I § & 3

Housing Choice Voucher Response .
Thank you for contacting us!
Lead Nurture 1
Someone will be with you shortly to answer any questions you may have about our
Load Nurture 2 ‘community!

Thank you for contacting Cedar Ridge Apartments & Townhomes where we are

Page|82
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CRM IQ Text Templates

All email communications will be created directly from the Com-Hub. You have multiple ways to
access this. You can search the prospect / resident, simply click the com-hub, or click on a task in
your queue box to access it.

To send a Text, once the prospect / resident is selected and your Com-Hub is open
click the Text Icon to send a text.

Note: If the prospect / resident hasn’t opted in or has opted out you won't be able to
send a text.

Communication Hub

5> Omer Martinko (o) g B "
Cedar Ridge Apartment Homes

Q | search

12:00 PM Thursday, December 5. 2024
& Omer Martink
mer Martinko
¥

Cedar Ridge Apartment Homes
Hi
Omer Martinko 10:47 AM Just a quick reminder that we have you
Appointment Reminder 5 scheduled to come tour our beautiful
community at 3:00PM today!
3100 Quail Creek Dr
Omer Mtk 10:47 AM Independence, MO 64055
[hg (816)373-8500
https-/www cedarridge-apts.com

Cedar Ridge Apartment Homes

Hi, Just a quick reminder that w. 2

Cedor Ridge Apartment Homes.
2 May Dela Cruz - - Dec 5 2024, 10:17:20 AM
Omer Martinko 821 AM
Are You Still Interested in Leasin. 2
OPT IN REQUEST
Reply YES to consent to text messages from
Cedar Ridge Apartments & Townhomes by
First Pacific Group and to agree to our
Terms and Conditions and Privacy Policy.

Cedar Ridge Apartment Homes

From Property * Customer Phone Number *

Cedar Ridge Apartment Ho. X v == - (816) 518-9362

Text reply to (816) 518 - 9362

+ Type

To add a pre-existing Template to the Text simply click the + which will bring the Apply Text
template box up. Select your template, wait a few seconds, the message will add to the box, and
click send. Pay close attention as information from you may need to be added.

Communication Hub S X

> Omer Martinko (rew) g o

Cedar Ridge Apartment Homes
Q | search

12:00 PM ‘Thursday, December 5, 2024
& Omer Martinko
v

Cedar Ridge Apartment Homes

Hi,
Omer Martinko 10:17 AM Just @ quick reminder that we have you
= ppointment Reminder 2 scheduled to come tour our beautiful

community at 3:00PM today!
3100 Quail Creek Dr

Omer Martinko 10:17 AM Independence, MO 64055
r (816)373-8500
https:/www.cedarridge-apts.com

Cedar Ridge Apartment Homes

Hi, Just a quick reminder that w. 2
Cedar Ridge Apartment Homes.

2 May Dela Cruz - - Dec 5, 2024, 10:17:20 AM

Omer Martinko 8:21 AM
Are You Still Interested in Leasin... 2
OPT IN REQUEST

Cedar Ridge Apartment Homes. ot sty
From Property * Customer Phone Number *

Cedar Ridge Apartment Ho. X - == - (816) 518-9362

Apply Text Template

[Auto] Appointment Confirmation v

+ | Hi, your appointment at Cedar Ridge Apartments & Townhomes onhas 8 3
H s |4 Page|

been scheduled. Looking forward to meeting you!
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Resident Portal

The Resident Portal is where the Resident will conduct a majority of transactions for
their account including the following items:

« Set up one-time and recurring payments

+  Edit their profile NOTE : Changes to email

3 Update Email Address address and phone number
MUST be completed by the
resident via the Portal.

*  Subscribe to Email and SMS Notifications Updates to CRM and

+  Update vehicle Information Voyager DO NOT sync.

+  Update Phone number

« Change Password

»  Submit Maintenance and Office Requests
» Select lease renewal proposals

« Sign lease documents

« View documents and attachments

*  Write Reviews

«  View our Newsletter

Residents can log into their portal by accessing our Property Website and clicking the Resident Login
button. This will take them to the Resident Services page.

(833) 769-3824

w e,
® _\ft HOME  AMENITIES  FLOOR PLANS  PHOTOS RESIDENTS SCHEDULE ATOUR  APPLY NOW
Timbercreek & East

From here, they will log into their account

Welcome to Resident Services

If your username is not an email address, click here to login.

Make Payments

Pay online, check the status of your payments and review your payment history.

&

Email

e \ " Maintenance Requests
S Submit online maintenance requests.
.
#% Technical Support
Forgot password? ‘ ” For technical support please email timbercreekeast@fpacific.com or call (816) 224-

Click here to register. 7 0404,
Send Verification Email
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Resident Portal

From the Resident Profile page in CRM IQ, we have limited access to view the
Resident’s Portal as they would see it if they were logged in.

For the Primary Resident, in their Customer Information Box click Preview RentCafe

Account under RentCafe Status.
T CRMIQ  Dashboards~  Reports ~  Communications ~ | g

Home / Search / Amber Larson (Emp) / Cedar Ridge Apartment Homes (cr)

Amber Larson (Emp) ~  (CurrentResident) & (™

Cedar Ridge Apartment Homes (cr) ® Unit 15717 ® 0087988

Overview
B8 Customer Information

Clicking the link
will pop open the
Resident Portal

General

Customer ID

€0016246

> Name
Amber Larsol

Services

Documents

Phone RentCafe Status

o (816) 674 - 0465 Registered
WI n d OW' Pr:new RentCafe Account [
f::‘es,nacole,amber@yahoo,com
Nv::‘e;'ea Contact Method
Sign Online : :
Home & Profile Sign Out
Documents Documents

b //( -
. &
- =

Resident Portal

| Vs
Timbercreek & East

® ?09¢

@A |Payments SubmitRequest v Lease v Newsletter 4 &"G‘

o W

Logged in as: Derrick Johnson - 1847 SE Timbercreek Court
Payments
Make Payments Auto-pay Setup Recent Activity Payment Accounts

NOTE: ACH payments can only be initiated between the 25th through the 2nd of the month.
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Resident Portal

To view a roommate’s Resident Portal, you will click on the Roomate under
the Resident Status Box.

Home / Search / Angela Butler / Timbercreek East Townhomes (te)

Angela Butler ~ (CurentResident) & ®

Timbercreek East Townhomes (te) ® Unit 1817 * 10088323
Preferred Nam:

Overview

B8 Customer Information Resident Status
General

Services Customer ID Status Ledger Balance
geiqB €0021990 Current $0.00
Documents RentCafe Status Move In/Out Late / NSF

(177) 529 - 1823 x 2 Invited May.7:2019 = N/A /o

Lease Term Resident ID
Dec 5, 2023 - Dec 8, 2024 10088323

Email

Vehicle(s): 1 Add Prospect ID
lifootbutly he &
Mifoothurtier@yahaoicom 606 SEV - silver ford p0438819
Preferred Contact Method i i R X
Nona oommates: . dd et(s): 1 d
Roommate: dog - "Sierra”, fawn...
Kenneth Bu...

Click the three dots or kabob — View Customer Record — Open Resident
Record — Preview RentCafe Account

Roommates © Add Roommate

Current Roommates
Name $ Phone Number(s) & Email % Occupant Type & Moveln % Move Out % Ste p 1
Angela Butler (177) 529 - 1823x 2 lifootbutler@yahoo.com Primary May 7,2019 Edit :
Kenneth Butler (360) 318 - 5854 kenny.abutler@gmail.com Roommate Nov 13, 2024 Edit

Contact Customer

View Customer Record

Home / Search / Kenneth Butler / Timbercreek East Townhomes (te)

@ rotie

5 reto Customer Profile R S e - | Kenneth Butler - (Pastreident) = P
<(te) * Unit1817 * 10075878 Step 3

B8 Customer Information

Timber

Quick Records

KENNETH BUTLER Add s Roommats o Prospect reat Prospect

Resident

ot omomes General
e Step 2 i o
L 0192749
e Documents I
P RentCafe Status
B (775) 291 - 8292 Registered
Preview RentCafe Account (5
e~ e Emai
kenny obutler@gmail com
[—— - Preferred Contact Method
Prospect
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Reset Resident
Portal Password

If a resident cannot access their Online Resident Portal, we have the option to reset their

password on their behalf. From the Resident Profile screen, click RentCafe — 3 dots or kabob —
Change Password

Angela Butler ~

Preferred Name : Angela Sutle
Overview

General

Ledger

Bank Accounts

Ren

e ltems

Roommates

Services

Documents

(CurrentResident) & [P %

Follow-up Type
1817 * t0088323 Sep 19,2025, 8:30 A Primary

Profile
v
Preferred Name
Angela Butler
0021990
Profile " RentCafe (1/2)  Vehicles  Pets  CustomTables  Notes (0)
Roommate Email Invite Status Resu Account @ Actions
Angela Butler A -
lifootbutler@yahoo.com Invited Account Verified & Resend Invitation
Kenneth Butler
N S

. S Change Password
kenny.abutler@gmail.com Registered Account Verified & Resend Invitation

Under the Change Password field, enter Password123! which is the default password we

will always use to reset a password. Enter Password123! in the Confirm Password field and
click Update Password.

Angela Butler - ¢

Preferred Name : A;

Overview
Change Password Back

General v

Profile Email Address

e liifootbutler@yahoo.com

: New Password
ease Info
Ledger

N Confirm Password
Bank Accounts

Items
Roommates 1 Update Password
Services >

Documents

The resident should now be able to log in and they can change their password from their
Online Profile screen.

»

Payments

Submit Request v Lease v Newsletter ¢ & BB

Logged in as: Derrick Johnson - 1847 SE Timbercreek Court

(£ EditProfile | & Change Password



Unlock Resident
Portal Password

If a resident cannot access their Online Resident Portal, after being taken off of eviction we will
have to manually unlock the portal from Site Manager. From Site Manager got to Company
Management — User Management — Edit filters for the site — in the search bar type the
resident name — Click the pencil — Uncheck the lock box — Save.

. ©elp ~
@ Site Manager
Company  Properties  Leasing  ResidentReferrals  Reports = B rentcafe
 First Pacific Group > Property Search
COMPANY CONFIGURATION X Property Search + Add Pr
& Settings
& specialty sites
Below you willsee alist of your properties, click on the property name to edit your existing properties or on the Add Property link above to add a new property.
10 ~|records per page Search
Name Address ciy state Published On ILS Publ
n Ridge Apartment Homes 3502 Mayfield Ave NE Grand Rapids i ves ves
Cedar Brooke Apartments 3100 Quail Creek Drive Independence Mo ves ves
ALL USERS x Registered PROPERTIES (1) Search
4+ Additional Filters
+ aa user - Ao mumpie Users s sync voyager vroperty securn -
At usens Registered PROPERTIES (1) E—
+ Additional Filters
£ 1348 E3 9451 Y42
REGISTERED RESIDENTS REGISTERED PROSPECTS SITE MANAGER UsERS
10 ~ records per page I Search: amber larson ] prort
Full Name Details Registration Status Account Status Actions
1372023
Site Manager | Property Manager | Voyager Property Security ® Active z

y Last Updated: 2/4/2025

Office: (816) 373-8500 + 2 m:
ResSident | Cedar Ridge Apa

® Active ~ verified

name

User Name

Date Registered

Emall Verified

User Account Status:

Resident Profiles

Property Name

Amber Larson

reeves_nacole_amber@yahoo.com

9/3/2024

Enabled ~

Cedar Ridge Apartments & Townhomes

Applications

Change Password Change Email Address

Resident Code Lock This Resident

0087988 B

No

Use New Resident Portal



Resident Portal
Payment accounts

The resident has several options to make payments to their account since we do
not accept any paper payments.

Bank Account - Checking or Savings WIPS - Walk In Payment System

Credit / Debit Card Flex (splits payments in 2)

Residents will need to set up their Payment Accounts from their Resident Portal if
they wish to use their Bank Account, Debit Card or Credit Card.

Click the Payment Accounts button under the Payments section of their Resident

Portal. Next click the Add Bank Account, Add Credit Card or Add Debit Card
buttons.

Payments

Recent Activity | Payment Accounts

Bank Accounts

Use the bank accounts listed below to schedule monthly automatic payments.

Bank Transit Number Bank Account Number Account Type m

No data available in table

Showing 0 to 0 of O entries

Credit Cards or Debit Cards

Use the credit cards or debit cards listed below to make one-time payments or schedule monthly automatic payments.




Payment Accounts
Bank Account

To add a bank account, the Resident will need their Account Name, Routing
Number, Account Number and know if it is a Checking or Savings Account.
They will enter the information and click the Save button.

Add a Bank Account

Back to Payment Accounts

Joe Smith
1234 Anystreet Court
Anycity, AA 12345

Pay to the order of

Bank Anywhere
|1 123456780 |, 123456780123 ||:1234
1 1 1 1 1 1

Routing Account

Account Name

Routing Number (9 digits)

Confirm Routing Number

Account Number (3-17 digits)

Confirm Account Number

Account Type

Page |90



Payment Accounts
Credit or Debit Cara

If the resident is setting up a Credit or Debit card account, when they click Add
Credit Card or Add Debit Card, it will direct them to Yardi Card Services in a
new window. They will need to enter their Card Number, Name on the Card,
Expiration Date, CVV Code and Billing Address. They are required to check
the Terms & Conditions box then click the Save button.

YARDI CARD SERVICES

Card Details

CARD INFORMATION BILLING ADDRESS

VISA grirnes v Country United States
Card Number * Address Line 1

Name on the Card * Address Line 2

Exp Date *[ Month v|| Year v City

CWV Code . © St

Zip

|| I have read & agree to the terms & conditions.

Fields marked with (*) are required.

The informsation on this form is collected to process a payment card transaction. It will be stored on our secure servers in Texas. For information
sbout this collection or how to obtsin access to or correct your personal information you may contact our privacy officer at privacy@yardi.com.

Page|91



One-Time
Online Payments

Once the resident has set up their Payment Accounts, they can make
One-time Payments or set up Auto-pay.

To make a One-time Payment, click the Pay Now button under the Make
Payments tab.

Payments

Make Payments

NOTE: ACH payments can only be initiated between the 25th through the 4th of the month.

Missing a payment can be

Current Balance: $0.00 As of: 12/17/2018 expensive.

Set up auto-pay >
Charge Amount Charged on

December Monthly Charges

Select the payment account under the drop down Select Payment Account
and enter the Payment Amount. Click Next.

One-Time Payment

ons» Payment Details » Review P

A service fee will be charged at the time of payment for Debit Card and Credit Card transactions. The property management company does not receive any portion
of this fee. Service fee is non-refundable.

You have a $( edit balance on your account. If you make a payment now it will be included as an "Unapplied Credit" within the Payments menu under Current
Outstanding Charges.

Add Credit Card Add Debit Card

Enter Payment Details

Select Payment Account

---Select Payment Account-—

Extra Payment Amount




Email

Password

PAYMENT CARD

One-Time
Online
Payments

Number

Expiration date cvv

TOTAL

$129.99

This will take them to the Payment Details screen where they will need to
check the Terms and Conditions box and then click the Submit Payment
button.

One-Time Payment

s» Payment Details » Review Payment » Confirmat

Payment Details

Payment Account Visa XXXX-4293
Extra Payment Amount $10.00
Service Fee i $2.95
Total Amount $12.95

Service fee is non-refundable.

PLEASE READ THIS ENTIRE AGREEME
THESE TERMS, DG

BEFORE PROCEEDING. BY CLICKING ON THE "SUBMIT" BUTTON BELOW, YOU ACCEPT THE TERMS AND CONDITIONS. IF YOU DO NOT ACCEPT

| have read and accept the Terms and Conditions |

Back to Payment Details | [RIUTRWIES

The resident will be taken to the Confirmation page once their payment has
been successful.
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Auto-Pay
Online Payments

Recurring Autopay can be set up so that the resident does not have to worry about logging
in each month and making their payments. You should promote the Online Auto-pay set
up to each new and renewing resident.

To set up Auto-pay, click the Auto-pay Setup button under the Payments section in the
Resident Portal. Select the Payment Account, Start Date, Pay on Day, and Percentage
%. Click the Next button.

NOTE: If anything, other than 100% is entered under the Percentage, a roommate MUST create
an Auto-pay Set up for the remaining percentage. If total of 100% is not set up between primary
and roommates, NO PAYMENT WILL PROCESS.

Payments
Auto-pay Setup

A service fee will be charged at the time of payment for Debit Card and Credit Card transactions. The property management company does not receive any
portion of this fee. Service fee is non-refundable.

© vour average monthly charges are $4'

Payment Account Start Date End Date Pay on Day Percentage %
1/1/2019 100.00% |
Next

Auto-pay Setup

This will bring up the
Auto-pay Set Up a
confirmation. Check the

Payment Account Start Date End Date Pay on Day Percentage %

Visa XXXX-4293 1/1/2019 st 100%

A service fee of $2.95 per transaction will be charged at the time of payment. The property management company

does not receive any portion of this fee. Service fee is non-refundable. Terms and Conditions

box and then click the Set
You authorize to have the above amount withdrawn from your selected payment account every month under the
specified Terms and Conditions until you cancel your authorization. U p Auto-Pay b utton d

| have read and accept the Te

Cancel Set Up Auto-Pay



WIPS | PayNearme

WIPS or Walk In Payment System is available for all residents to use but is more likely going
to be used for residents who do not have a bank account or Credit or Debit card or residents
who prefer to pay their rent in Cash.

WIPS accounts are generated for all Applicant-Approved, Future, Current, and Notice
residents. Residents will receive one WIPS number. The resident will receive automated
email with their account number and instructions on making payments at an Authorized
WIPS Store.

If a resident ever forgets their WIPS account number, they can access it in their Resident
Portal by clicking on the Payment Accounts tab and scrolling to the bottom of the page.

Payments

Make Payments  Auto-pay Setup Recent Activity Payment Accounts

Walk In Payment System
Your WIPS Account#is 20002349177.

To locate a store that accepts payments, contact your Property Manager for a list of locations, or go
to: http://www.checkfreepay.com/agentlocator and select WIPS Rent Payments as the biller to find a
location near you.

You can also advise the resident of their WIPS Account number by clicking on the WIPS Setup
button within their CRM account. Click their WIPS number and a new screen will populate.

10082923 Bertha Montesino 220080566205 Auto generated via Collect B Sale Edt
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WIPS | PayNearme

Once you go to the resident's account click services — WIPS — Check your

resident — Print Selected.

Home / Search / Amber Larson (Emp) / Cedar Ridge Apartment Homes (cr)

Amber Larson (Emp) -~ (CurentResident) &

Cedar Ridge Apartment Homes (cr) ® Unit 15717 ® 0087988

Overview
WIPS Setup
General >
WordOrders 9 Code Payar
Rengkes Insurance O 10087988 Amber Larson (Emp)

Documents

Follow-up Type
Jun 17, 2025, 8:30 Am Primary
Print Selected [| Email Selected

Hide Inactive Accounts m Generate WIPS Account Numbers [| Deactivate Selected

WIPS Number Notes

220141225361 Auto generated via Collect

Once the new screen opens click the hyperlink — send to phone OR print

instructions. (see next page for details)

Print

Hi Amber Larson (Emp),

Great news! You can now pay rent with cash at thousands of convenient payment
locations nationwide. Click the link below to find a location
and get your payment instructions.

Ihmas‘ WwWw. com/81145502669 I

Accepted at:
YCVsS :
Yoy B8 7-ELEVEN, Walmart

Powered by o PayNearMe

This is an auto-generated email. Please do not reply to this email.

Complete Your Cash Payment

Send a barcode to pay with your phone

Enter Phone Number

Send to Phone Print instructions

FIRSTPACIFICWIPS
220141225361

Payment To

Payment Amount Up to $1,500.00

Service Fee: $3.99

Payment Location Find and Verify Payment Limits by Store

STORE HOURS DISCLAIMER - Please verify store hours and observe
local guidelines before visiting.
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WIPS | PayNearme

A list of pay locations will be available on the printed slip.
The resident will be able to pay over, under, and in advance.

Resident’s can pay up to $1,5000. If the amount is more the resident will have to
make multiple payments.

The service fee is set at $3.99 per transaction.

Residents will receive ONE barcode per home. If there are multiple residents in the
home, they will need to share the barcode or give their money to one person to
make the payment.

#’ PayNearMe Cash PaySlip

« Bring this PaySlip to a participating store
* Ask them to follow the instructions for their store

. You Pay
* Keep your receipt Any Amount
* Tenant ID: 220073587184 (a $3.99 fee will be added)

FIRSTPACIFICWIPS

CVS Cashier Steps

2 PagNearMe
vo I AR MR

7-Eleven Associate Steps

Z (i

ACE Sales Associate Steps

Scan the barcode

Ask the customer how much they want to pay
Enter the amount(a $3.99 fee will be added)
Collect cash from the customer

Give the customer their receipt

O a0 N =

Ask Customer for amount to load
Press OTHER FUNCT, then LOAD
Scan barcode

Gel payment from customer

Give customer receipt and slip

O, RN

. Go to Option 4: Bill Pay on your POS

Enter PayNearMe or biller code PYN on your biller search screen

. Enter this token number 1EKABZ and select Get Order List.
;A— 1EK-ABZ Advise customer of payment amount(s)

B Get payment from customer

Give customer receipt and slip

W N

o e

Casey's Sales Associate Steps

e [Hiiiimmmm

Walmart Sales Associate Steps

{2 PayNearMe

PayNearMe cash payment help 888-714.0004 (Payment Code 1EKABZ)

Scan the barcode

Enter the amount

Touch "Recharge’

Touch "OK'

Tender transaction, give customer receipt
Print receipt for shift envelope

OO LN

Press Cash In on the Financial Services Tab
Scan Barcode

Enter amount and follow register prompts
Give customer receipt and PaySlip

ON =
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Online Application

All applications should be completed online via our Property Website.

Applicants will click the Applicant Login button on the Property Website.

(833) 769-3824 APPLICANT LOGIN

HOME — AMENITIES = FLOOR PLANS = PHOTOS = RESIDENTS  SCHEDULEA TOUR ~ APPLY NOW

This will open up a new window where they can Log In or Register.

Timbercreck & East

Online Application

Login
Email Register for a Fast, Easy Application
With a free account, you can:
Password

« Save your application and log in at any time to continue.
+ Check the status of your applications.
« Use your account with multiple applications.

Forgot password? :
- B » Register Now
Click here to register

If a prospect already has a guest card created, you should have clicked the Invite to RentCafe
button in CRM to send them the registration email. If they do not have a registration email, they
will click the Register Now button or the Click here to register as they both take you to the
same screen.

Online Application

Timbercreck & East

Our residents love their home. We know
All the prospect needs to Sl e "™ Start Your Application
register is to enter their First e

in
treally had

Name, Last Name, Email
Address, a Password, and

Phone Number. They will Apply Online Now

check the I'm not a robot v e

box and click T ~
CREATE MY ACCOUNT.

Give usacall at (833) 769-3824 during our office hours if you have any questions

Application Questions? CREATE MY ACCOUNT

we can answer for you. By creating your account you:




Online Application

(Vi

N z.
Timbercreek ! East

TOWNHOMES

ALWAYS AT YOUR SERVICE
Once the prospect

creates their account,
they will receive a User
Registration

Confirmation
autoresponder email
with their Username
listed.

The Prospect will be logged into the Online Application portal. The Left-side shows the steps
needed in order to complete the application process.

Timbercreek X East Online Application

Floorplan

& Email | % Documents | L\ Alerts | Hi,Kristin v

ListView  Map View

2Bed25Bath 9 Bad 2.5 Bath

3Bed25Bath  (contact for Availability)

Bed 2

_ T

A

Bath 25 - < bH
= =

i — '

FT. 1245 v

9 m.-m %‘

Rent Call for Details

Apply For Waitlist




Online Application

Floor Plan- Prospect needs to select
a floor plan or Apply for the O'I D
Waitlist. Click Continue.

Map View

28Bed25Bath - 3 Bad 2.5 Bath

3Bed 2.5Bath

(1 Available)
Bed 3

25

1350

Floor Plan- Prospect needs to select saFt

02 a floor plan or Apply for the Rent
Waitlist. Click Continue.

$1,090-$1,190

Apartments

Floor Plan

= Email | % Documents | L Alerts | Hi,Kristin v

Grid View Map View

&) Move-In Date Beds™ Baths ™ Floor Plans ™
Floor Plan : 3 Bed 2.5 Bath - 3 Bedrooms, 2.50 Bathrooms & View Floor Plan

Don't see the apartment or move in date you want, click here to be put on a wait list for this floorplan Add to Waitlist

$1,090-$1,190

Floor Plan:  3bedrooms/2bathrooms | 1,350sq.ft. | 3Bed2.5Bath Change

Move-in Date Lease Term: 12 months
3/2/2019
3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18

Current Selection/Best Value

They will then select
their Lease Term

and click Continue.

12

months

ove-inDste:  3/2/2019




Online Application

Applicant Info- All Prospects will need to review and sign the
03 Rental Qualifications by clicking the Sign button.

Timbercreck & East
Floor Plan

Rental Options
M Email | EQuote| B Summary| & Documents| L Alerts| Hi, Kristin v

Rental Qualifications* Kristin Miller (Primary) View | Download | Print

This will bring up the Online Rental Qualifications Document. The Prospect will need to
click on the Create Signature button to create a sighature to sign the document.

Rental Qualifications*

R RESS

Action ltems
< PREV NEXT >
rossreting scien ALL APPLICANTS WILL BE APPROVED ON THE FOLLOWING CRITERIA

ARENTAL APPLICATION MUST BE PROCESSED ON ALL PROSPECTIVE RESIDENTS 18 YEARS OF AGE OR
OLDER AND A NON-REFUNDABLE APPLICATION FEE PAID FOR EACH APPLICANT.

[E) Page2 (2actions)

1. INCOME: Gross income per applicant must be verified. Last 2 paystubs are preferred method of verifying income. If you do

This will bring up a window where they can select from a list of pre-generated signatures.
They need to select a Signature, Accept the Terms and hit the Save Signature button.

- a -

= 2/ h 4 ’cv,".,’

® Jees/ene Ider A
| |

w
o

J

a m

1
J
m
3
m
o]
"
o
"
+“
¥
[T

#| | accept the terms of this disclosure

Save Signature




Online Application

Once the signature is saved, they can click the Sign button and
Date button to sign the document.

Rental Qualifications* (Document 1of1)  [X]

PROGRESS
RETTIRT: s

Action Items not limited to, proof of income and any credit or criminal discrepancies. If applicant fails to provide all information within the time
allotted, the application can be canceled and the townhome held will be released. Applicant certifies that all the information
< PREV NEXT > provided on the lease application is true and accurate and that no significant omissions of important information that would likely
lead to a rejection were made. Applicant further certifies and agrees that if his/her/their application is denied or cancelled because
Pages requiring action the Applicant provided false or inaccurate information, then the Landlord shall be allowed to deduct and keep from Applicant's
deposit, the sum of $350 as an application processing fee and/or as damages.

E| Page2 (2actions)
I HAVE READ THE ABOVE AND UNDERSTAND THE CRITERIA FROM WHICH MY APPLICATION WILL BE
APPROVED.

Applicant: Sign Date: Date

Once all signature and date requirements are completed, they will then click Submit
Document.

« All required actions complete SSubmit Document

Applicant is required to provide all necessary documentation to process the application within 72 hours. This includes, but is
not limited to, proof of income and any credit or criminal discrepancies. If applicant fails to provide all information within the time
allotted, the application can be canceled and the townhome held will be released. Applicant certifies that all the information
provided on the lease application is true and accurate and that no significant omissions of important information that would likely
lead to a rejection were made. Applicant further certifies and agrees that if his/her/their application is denied or cancelled because
the Applicant provided false or inaccurate information, then the Landlord shall be allowed to deduct and keep from Applicant's
deposit, the sum of $350 as an application processing fee and/or as damages.

| HAVE READ THE ABOVE AND UNDERSTAND THE CRITERIA FROM WHICH MY APPLICATION WILL BE
APPROVED.

Applicant; -7em e Date: 12/11/2018

This will update the Rental Qualifications Document as Complete in the application
process. Click the Continue button.

¥ Email

uote| B Summary| % Documents| £ Alerts | Hi, Kristin v

Rental Qualifications* Kristin Miller (Primary © Completed View | Download | Print

This will take the Prospect to the Online Application where they will fill in their Personal
Information, Address Information, Employment Information, Screening Information, Pet
Information, Vehicle Information, and Emergency Contact.



Online Application

Once all applicant information is entered, the Prospect will Agree to the terms by
checking the box next to By signing this application, | agree that the information
provided in this application is true and correct. They will create a signature using
their mouse or if on a tablet, their finger and clicking Save & Continue.

Agreement

¥ By signing this application, | agree that the information provided in this application is true and correct.*
gning p 8

Create your signature in the boxes below.

& Clear

Your signature

Save Save & Continue

* Required field

Additional Applicants- The main applicant has the opportunity at any point in the
application process up to approval to add an additional applicant through their
portal. NOTE: It is recommended that the main applicant add all additional
roommates themselves and the on-site team NOT add any additional
roommates.

Click the Add Applicant button to add additional roommates. If no roomates are
being added, click Continue.

be required to pay the fees for ALL applicants. Applicant details need to be added, please send an email invitation to your co-applicant

Add Applicant




Online Application

The main applicant will enter the First Name and Last Name of their
roommate, click if they are 18 or Older, select their Relationship and
click Add. NOTE: If they are adding occupants under the age of 18,
the main applicant will enter the information.

T nlicante Annlicant detaile nead to he added nleace cand an email invitation to vour co-annlicant
r ALL applicants. Applicant details need to be added, please send an email invitation to your co-applicant

Additional Applicant 1

First Name 18 or Older Relationship

John Doe Yes v Roommate v Add

Status: Send an email invitation to applicant above 18 years. You can add the details for applicant below 18 years.

Once the Add button is clicked, it will save the additional applicant’s information. Click the Send
Invitation button. This will open up additional fields to enter the Additional Applicant’'s Email
Address. Click Send Email. If more additional applicants are needed, click the Add Another
Applicant button and follow the same process. If no additional applicants, click Continue.

Additional Applicant 1

@ Remove

First Name Last Name 18 or Older Relationship Actions

John Doe Yes v Roommate v Save

Status: Applicant details need to be added. Send an email invitation to this applicant

Send Invitation

Email Address *

kmiller+testTEapp121118@fpa

Re-enter Email Address *

kmiller+testTEapp121118@fpa

Message

Fill out the application!

Cancel Send Email

Add Another Applicant




Online Application

Application Charges- We require a Photo ID to continue the application
06 process as well as two current pay stubs to be uploaded. Prospect will need to
upload these documents and then click the Continue button.

Additional Applicants
Picture ID Kristin Miller (Primary | choose Files |Nofile chosen @

Additional Rental Options

Proof of Income 1 Kristin Miller (Primary Choose Files | No file chosen @

Proof of Income 2 Kristin Miller (Primar | Choose Files | No file chosen (i )

This will take them to the payment screen where they will be required to add a Debit or Credit
Card. They will click the ADD DEBIT CARD or CREDIT CARD button.

Floor Plan

Rental Options
Payment Details

g T —
B

Application Fee (Kristin Miller) $50.00 $0.00

Applicant Info

Additional Applicants

Additional Rental Options

Admin Fee (Kristin Miller) $150.00 $0.00

Security Deposit (Kristin Miller) $350.00 $0.00 $:

Total Amount (before tax) $550.00
Pay By Debit Card

‘E Select the Add Debit Card button to make a payment. 4 ADD DEBIT CARD

Alternatively, you may enter your| [R@Xa0ie:008 | information to make a payment.

You may need to enable TLS

DI CARD SERVICES

Card Details Company Details

This will bring them to the

Ya rdi card serVices WindOW N‘OF‘SMA”Z‘A” E\HLL.\NGADDRESS . ) TIMEERCREE|
to enter their card information. i —

Exp Date [ Month v|[ Year v

Once all information is entered,
they will need to hit Save.

Fields marked wih (°) are required

T information on i form i colested to srooass & saymant sard ransscton. il be st




Online Application

Once their payment information is entered, it will bring them back to the Payment
screen where their payment method will be listed. Click the Proceed to Payment button.

Pay By Debit Card

‘S Select the Add Debit Card button to make a payment. +ADD DEBIT CARD

Pay With Your Existing Account

@ Visa X0)O(X-1008

Proceed to Payment

This will bring them to the Payment Details section where they will need to check the boxes to
Agree to the Terms. Then click Submit Payment.

Payment Account
‘ Visa XXXX-1008 change
Payment Details

Charge Description Charge Amount Balance Due

Application Fee - Criminal Screening {Fred Jones)

Application Fee - Credit Screening (Fred Jones) $20.00

Admin Fee (Fred Jones)

Total Amount b $24000

| agree to the Terms &

Condltions and understand that | will have to agree to the Terms and Conditions of the Payment Center too.

) Application fees are non-refundable, even if the application is denled, except to the extent otherwise required by applicable law

A Payment Confirmation screen will come up with their payment details and they will also
receive a confirmation email. The Property will also receive an email notification of the
application.

Criminal and Credit Screening is set up to automatically run once all fees have been paid and
all applications submitted. Refer to the CRM to Screening Works instructions for additional
workflow information.



®

CRM IQ
Screening Process

Once an applicant completes the application online and pays for all applicable fees,
the system will automatically push through the screening through ScreeningWorks.

Access the Pending Application under your Applicants Queue Box. Start at Needs
Screening/Evaluation.

# Agent Dashboard

‘ Once you click Needs Screening/Evaluation the applicants will populate below. This will
show their Name, Screening Result, Roommates Name, Roommates Screening Status,

The date they applied, and their Move-in date

# Agent Dashboard

core ®
g tems for the proper:

Click on the Applicant’s Name or Evaluate to access their Profile / Screening. Click the
> jcon to drop down the results and to be able to access the screening report. Click
View Report to open the screening report.

Christina Griffin

FRun Report ~

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Yardi Screening 1D 723264731
BO

8y- DI
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CRM IQ
Screening Process

From the initial page of the Property Screening Result, you
will click on the Applicant’'s name to view additional details.

ScreeningWorks

Welcome Timbercreek East Townhomes (P3587)

s Help

Property Screening Result

APPLICATION RESULT: ACCEPT - BASE DEPOSIT

Print Application Refresh View Guarantors

Active Group Members

APPLICANI RESULT ITEMS TO REVIEW
ICody Lenheart-Abbott X-0407 ACCEPT No Credit Experience No 12/03/2018 10:09 AM N/A
Stefanie Needles X-0520 ACCEPT No Credit Experience No 12/03/2018 10:09 AM N/A
Jaden M Hall X-9663 ACCEPT No Credit Experience No 12/03/2018 10:09 AM N/A

Additional Application Info
TOTAL INCOME: $4900 per month
PROPQOSED RENT: $580
RENT/INCOME: 20%

SITE CODE: (update site code)
MARKET SOURCE:

Processing Information

DATE ENTERED: 12/03/2018 02:24 AM
LAST MODIFIED: 12/03/2018 10:09 AM
INPUT BY: cgriffin

POLICY: FIRSPO1

REPORT ID: 34036027




®

CRM IQ
Screening Process

Click on each tab to view additional information regarding the applicant and
the screening result.

Property Screening Result

APPLICATION RESULT: ACCEPT - BASE DEPOSIT

Print Generate Letters Refresh Individual Result

Accept - Base Deposit

Applicant Information
Additional Information

NAME: Cody Lenheart-Abbott
Reasons for Result

SSN: xxx-xx-0407
DOB: = No Credit Experience

CURRENT ADDRESS: 40003 e 209th ST, Kingsville, MO 64061

Additional Applicant Information
Residence History
This applicant has rented or owned.
TIME AT CURRENT ADDRESS: 13 years 4 months
Employment/Income
PRIMARY INCOME: $1700 per month
PROPOSED RENT: $980
RENT/INCOME: 20%
TIME AT CURRENT JOB: 2 years 7 months
TIME AT PREVIOUS JOB: 6 months
Additional Income:

« Additional Applicant: $3200 per month

Credit Criminal Civil Court Rental OFAC/SDN

Criminal Civil Court Rental OFAC/SDN
EXPERIAN CREDIT REPORT

Personal Information

NOTE : It is important to click

Natme: 7 o E U on the Credit button to look
Also Known As: ' =7 T .
Date of Birth: = —_. o0 at the Checkpoint Messages
Primary Address Other Addresses to ensure the Social Secu rity
Address: <7 _oirt 51 AFio Address: 'l wricowm we Number Matches' |f |t does
BLUE SPRINGS MO £4014-6610 BLUE SPRINGS MO 64015-2613 .
Filed: 102412016 Filed:  07/162014 not match, have the appllcant
Auceats 7 e provide a copy of their Social
RAYTOWN MO 64138-2465 . .
Fied: 07272014 Security Card and ensure it

was entered correctly.

Checkpoint Messages




Application Policy

Pending Applications | Pending applications are considered applications that have not been sent to Ruanne for
review or are waiting on additional documents to be able to send for review.
a. Valid for 30 days from the date of application.

b. Can only hold a unit for 72 hours then must be moved to Waitlist for up to 30 days from
application date.

c. They will be cancelled or denied based on the initial screening decision on the 31 day if they
cannot be sent for review and approval.

d. After 30 days if applicant is cancelled, a new guest card must be created, and they must fill out a
new application and sign new rental qualifications and applicant will be required to pay all fees to
apply again.

Site’s Responsibility for Reviewing Pending Applications

e. All required documents and information needed to approve or deny the application(s) must be

uploaded to the applicant's attachments.
h Site will initially review screening results.

i.  Review all checkpoint messages.

1. If SSN does not match, must obtain copy of Social Security card.

2. If applicant entered the wrong SSN, they are responsible for paying for another
screening to be ran.

ii.  Review credit, criminal, civil, utility

1. If criminal comes back, send to Jane/Ruanne to review.

2. Iflandlord or utility debt, contact applicant and advise they have 72 hours to
provide proof of payment. Landlord debt must be paid off 24 months prior to
application.

g. Review Income to Market Rent
i.  Confirm pay stubs and amounts entered are accurate and contact applicant if additional
pay stubs or income statements are needed.
ii.  If screening comes back as guarantor needed, contact the applicant to discuss the option
for guarantor or additional roommate.

1. If applicant cannot find or does not want to use a guarantor or roommate, they

will be cancelled.
iii.  Site will contact the applicant for any additional information needed (Ex. Proof of paid
judgement, utility, etc.)
h. Once all information and documents have been obtained, will send to be reviewed.
i.  If on waitlist, will receive a contingent approval based on all information received and final
approval once unit is selected to verify income requirement.

Documents Required | All required documents must be received and verified within 72 hours of application to
be sent for review.
i. If required documents are not received within 72 hours of application date
i.  Move applicant to waitlist for up to 30 days from application date.
ii.  Advise applicant they are no longer holding an apartment and they must provide all
required documents or will be cancelled/denied on the 31t day.
J- If documents are received after 72 hours but before 30 days (able to be reviewed and approved
within 30 days)
i.  No additional fees are required for application/admin fees.
ii.  Once applicant has provided all documents, move applicant to unit available and submit
all items for review.

iii.  If original unitis not available, applicant will be responsible for choosing another available
unit that meets their preferences and max rent amount income approved for and will be
charged all applicable market rent and fees as of the date they choose the new unit.

iv.  If no unitis available, they will remain on the waitlist as a contingent approved applicant
for up to 90 days.

v.  No specials or discounts will be given for the new unit if they are no longer being offered.

k. If documents are not received within 30 days of application
i.  Applicant will be cancelled or denied on the 315t day based on the screening decision.

ii.  Applicant will be required to create a new guest card, sign new rental qualifications, fill out

a new application and pay all fees to apply again.
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Application Policy

04 Approved Application | Applications that have been fully reviewed and meet all qualifications and criteria and have been
approved in Yardi.
a. Valid for 90 days from the date of application
b. Applicant must move in within 90 days from date of application.
i.  If move-in date is more than 60 days from application date, applicant must provide current proof of
income on the 60™" day and we will re-screen for criminal and civil records at no charge to applicant.
ii.  Applicants who do not move in within 90 days from application date will be cancelled on the 91
day (excluding Regional approval for extenuating circumstance).
C. Earnest Money / Holding fees must be paid in full.
i.  If Earnest Money / Holding fee fails, applicant has 24 hours to make payment.
ii.  If paymentis not made within 24 hours, move applicant to Waitlist.
ii.  If paymentis not made within 30 days from date of application, applicant will be cancelled on the
315t day
Applicant will be required to create a new guest card to sign new rental qualifications, complete a
new application and pay all application fees to apply again.

z

Contingent Approved Application | Applications on the waitlist that have been reviewed and meet all qualifications and
criteria including income up to a max rent amount but will need to have income reviewed again for full approval once a unit
has been selected.
d. Reviewer will add notes to the Approval Details section in Yardi indicating Contingent approval and the max
amount of rent their income qualifies for.
e. Valid for 90 days from the date of application
Once a unit is selected, income will be reviewed, and a full approval will be entered in Yardi if they qualify
g. Applicant(s) must move in within 90 days from the date of application
i.  If move-in date is less than 60 days from the date of application and they are moved to a unit, will
review income and if qualified enter full approval in Yardi
ii.  Ifunitselected is less than 60 days from the date of application but the move in date but the
move-in date is more than 60 days from application date, applicant must provide current proof of
income and we will re-screen for criminal and civil records on the 60™ day at no charge to applicant
iii.  If aunitis selected more than 60 days from application date, the applicant must provide current
proof of income and we will re-screen for criminal and civil records at no charge to the applicant
g. Applicants who do not move in within 90 days from application date will be cancelled on the 915t day
(excluding Regional approval)

—h

Denied Application |

a. Applications will be denied for the reasons listed under Section 4 and 6 of the Rental Qualifications

b. The Deny button in Yardi will ONLY be used when the decision from ScreeningWorks comes back as Denied
and applicant does not provide additional information that can be used to re-evaluate the application for
qualification

C. All applicants that were screened together will all be considered denied even if they qualify on their own
separately

d. Applications denied must fulfill the waiting period before applying again

ii.  Criminal denials will be required to wait 180 days from the date of the original application
submission to apply again

iii.  All other denials will be required to wait 30 days from the date of the original application
submission to apply again
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Application Policy

Cancelled Application
07 a. The Cancel button in Yardi will be used for the following reasons:

i.  Decision from ScreeningWorks comes back as Accepted but the applicant cannot provide the
required documents such as Income verification, paystubs, photo ID, Social Security Card, etc.
to be submitted for review and approved within 30 days of date of application

ii.  Decision from ScreeningWorks comes back as Conditional but the applicant cannot meet the
additional conditions such as guarantor, additional deposit, or high-risk fee.

iii.  Approved or Contingent Approved applicant does not move in within the required time frame
of 90 days from application date (excluding Regional approval).
iv.  Applicant asks to cancel their application

Re-apply Application
b. The Re-apply button in Yardi will ONLY be used to re-apply a cancelled application:
i.  That applied less than 30 days ago; AND
ii.  All applicants remain the exact same; AND
ii.  Applicant provides all required items/documents necessary to submit for review AND
approval or contingent approval can be issued prior to the expiration of the 30-day window
for pending applications
d. Cancelled applicants that applied more than 30 days ago:
i.  Must create a new guest card - DO NOT use the re-apply button or merge guests
ii.  Must sign new rental qualifications
iii. ~ Mustfill out a new application form and submit updated documentation
iv.  Must pay all application/admin/holding fees again

Application Process Breakdown

Prospect Submits an Application

Pending I Approved Application Canceled Application
Application

Contingent Approved Application

Reapply Application

Denied Application




Application Policy -

Prior to submitting an application for approval, please be sure to thoroughly check each item below to ensure
they meet our criteria, have submitted all required documentation and are ready to be reviewed for approval.

N 2. EET

» Gross Income must be verifiable
Last 2 pay stubs preferred. If OT (overtime) is being used to qualify need last 4 paystubs.
+ If not, 2 months bank statements and written employment verification.
Cash Income must be verifiable via employer and consistent bank deposits; otherwise, cash is not accepted.
»  Trust/401ks
Proof of disbursement must be submitted via 2 months bank statements
Broker/Financial Advisor to outline disbursement stipulations

For 401k’s, age of maturity is 63.5. Ex: If a 40-year-old had $200,000 in a 401k it's irrelevant.

N BT

» School

Non-tuition grants/stipends award letters acceptable. Expense of school is deducted from total.

« Offer letters acceptable, however must be signed by both employer and employee. Must be a non-contingent signed letter.

If contingencies exist an employment verification must be completed.
» Retirement

Bank statement with 2 months identical deposit amounts; or Social Security Statement and proof of any
retirement benefits

&) e

+ We cannot give out credit reports; prospects must request these from Screening Works. *California Properties will be
auto-sent when screening is processed per California ICRAA Law*

[} o
l Identity

» Only these documents will suffice in lieu of a SS #. Make sure to toggle NO SS # when the applicant is applying if they do

not have a SS #
+ Citizenship Card, Consulate Cards
+ INS Form I-864 Sponsorship Verification
» Certificate of Naturalization (INS I-550)
* U.S. Passport

+ Certificate of U.S. Citizenship (N-550 or N-561)

+ Unexpired Foreign Passport, with 1-555 Stamp or INS Form 1-94 Indicating Unexpired Employment Authorization

+ Alien Registration Receipt Card with Photograph (I-151 or I-551)
* Unexpired Reentry Permit (I-327)

* Unexpired Refugee Travel Document (I-571)

+ U.S. Driver's License or ID Card

« Military Card or Draft Record or Military Dependent Card
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Application Policy -
Nl E

Receipt of past due amounts from prior Landlords or a satisfaction of judgement. Rental
verification of no balance owed. Must be paid 24 months prior to application.

Y cinm

In the event of a criminal history, Jane must review the report first. Jane/Ruanne will instruct if it is
a denial or if more information is required.

_ €0 CEUEEEE

Differentiate between familial status vs. occupancy in the event of pregnancy. We only comment
on how many occupants there currently are. Once residents in a unit exceed occupancy limits, they
have 90 days to transfer to a unit that allows the current number of occupants.

l @ Security Deposit

Paid at the time of application. If an additional deposit is needed it is paid at or prior to move-in. This is
not the same for all sites. Some sites require the admin fee and app fee be paid to secure an apartment
while others require the deposit. Please check with your Manager for specifics regarding your site.

@ vimaloseost

Must be paid before the animal is on property. Must have a signed animal addendum (or reasonable
accommodation form for service/ companion animal.)

C R

We would like vehicle info from all applicants. Most sites have 1st come, 1st serve parking, but others
have reserved spaces. Please check with your Manager for specifics regarding your site.

. HUD/Section 8:

We lease to anyone that meets our criteria. Make sure you stay consistent and following county and HUD
housing discrimination guidance and regulations. You are responsible for making sure you lease to all
applicants that qualify and not indicating otherwise putting yourself and First pacific at risk of large fines.

‘ Service Animals/Companion Animals
» SA=CA (law subject to change)
» We cannot reject a doctor’s letter.
 If there is an apparent disability, we cannot ask the prospect to fill out a form.
»  We must have the Reasonable Accommodation form filled out prior to the animal on the property.

« The form must be faxed or emailed to the medical provider and then returned via fax or email

. Application Submission/CRM :

« Review income prior to submitting for review. Ensure screening is completed with correct
income/SSN. Do not use “Requalification” tab.

+ When updating income, toggle edit and click select under the active applicant.
«  When updating SSN, do NOT toggle edit and click select under the active applicant.

+ If unsure documentation is acceptable, you can email Regional/Ruanne/Jane for review prior to
the commencement of the application.
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Denied and
Falsified Applications

New Policy

In the event an applicant is denied due to false information that they provided on the
application; they will forfeit their deposit. This new section is on the front of the

application and requires them to initial this spot (please note the amount listed in this

section is property specific.)

o s | wenae | e | v

Year: County Where Filed: State/Province Where Filed:

GENERAL QUESTIONS: (Circle Yes or No) Please Initial
The Applicant certifies that all the information provided on the lease application is true and accurate and that no

significant omissions of important information that would likely lead to a rejection were made. Applicant further

certifies and agrees that if histheritheir application is denied because the Applicant provided false or inaccurate

information, then the Landlord shall be allowed to deduct and keep from Applicant’s deposit, the sum of $150 as

an application processing fee and/or as damages.

Have you ever been charged with misuse or abuse to any rental property or do you owe a current or previous Yes No
balance to a landlord or mortgage company?

Have you ever been evicted from a place of rental? Yes No
Have you ever been sued for nonpayment of rent or damaged rental property? Yes No
Have you ever been convicted or have pending charges of a felony offense or misdemeanor crime against persons Yes No
and/or property or involving controlled substances or deadly weapons?

Have you ever dedlared bankruptcy? (If Yes See Below) v Mo

. There is also a notation under section 6 of the criteria for Denial of Application.

d. Falsification of any information onthe rental application. Falsification on the rental application will result in forfeiture of deposit

Send denied Applicants/Co-signers a Denial Letter generated in ScreeningWorks

and be sure a copy is saved with their file.
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Submitting
Application for review

After verifying all information, you will be ready to submit the application over to
Ruanne for review. Double check that everything is in place before sending it and fill out
the template below. You'll send it directly to her email rdeaguero@fpacific.com with
your site email address cc'd.

Unit:

Applicants:

POl uploaded:

3x’s rent:

Income:

Screening works recommendation:
Any credit discrepancies:

Did Criminal have prior approval?

Any other info needed to make decision:
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Submitting
Application for review

Saving Documents
Applicants and Residents

All Documents need to be saved as: Property Code - First initial of First name - Last
name - Apt # - Document Type - Date

(TE A. Cates 1764 Picture ID 12-6-24)
Make sure to always select the type so it is to find the documents.

To edit this on the documents go to Documents — Attachments — Click the Pencil Icon
— Edit the document Name — Edit the Document Type — Click Save.

See examples below

Adison Cates

Document Tracking
Prospect Workflow

Applicant Workflow
Signature Documents

Drop files here to upload.

Uploaded Files €
Prospect ¢ Name & Type & Uploaded Date &
Adison Cates  TE A. Cates - D. Brannan 1764 Application Screening 12-5-24.pdf EMAIL ATTACHMENT Dec 6,2024
Proof of Income ~  Dec6,2024

Proof of Income Dec 6, 2024
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Submitting
Application for review

The subject will say Property Code (I Last Name(s)[! Apartment number(! M/l Date of
Move-in. If the move-in is within 72hrs put URGENT in the subject line as well.
Ex: SS Riley 2601 M/I 12-30-24.

Your email will then look like this.

Hi Ruanne,

Unit: 2304

Applicants: Yousef Alghareed

POl uploaded: Yes

3x’s rent: $2,367

Income: $6,366

Screening works recommendation: Accept - Base Deposit
Any credit discrepancies: No

Did Criminal have prior approval? No Criminal

Any other info needed to make decision

Property Screening Result

APPLICATION RESULT: ACCEPT - BASE DEPOSIT

Print Application Refresh View Guarantors

Active Group Members

CHECKPOINT

APPLICANT SSN REASON ITEMS TO REVIEW OFAC HITS
MESSAGES

Yousef W Alghareeb NO SSN ACCEPT No Credit Experience No Yes No 05/13/2022 02:15 PM N/A
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Approval of Application

After Ruanne has approved your application, she will automatically charge the applicant the standard
earnest deposit. This earnest deposit is non-refundable.

She will send you an email with all approve notes and you'll get an additional email informing you if the
earnest deposit has successfully processed through.

If the earnest deposit fails, the applicant has 24hrs to login and pay or they will be moved to the waitlist and
that home is now back on the market.

Ruanne will also put her approve notes in the applicants Memos

Once approved your applicant will move from Needs Screening/Evaluation to Generate Lease

T CRMIQ  Doshboords~  Reports ~  Communications ~ | & & ] * @ =~ & @

Home / Search / Shadon Mandley / Cedar Ridge Apartment Homes

Shadon Mandley (awpoed) = * &

Cedor Ridge Apartment Homes * U 2 « pozaaes7

Overview
& Customer Information Application Status # Space Details
Prospect Workflow

Rent
v Profile $1,010.00/mo

Nome
Shadon Mandiey (8
+ Roommates e Appled
y Nov 22,2024 Oet Recent Source

v Select Units . Apartments.com/CoStar

Approved  agenr
Nov 26,2024 UnitType
' Rental Terms i srsetn s
mandiey62@gmail.com Prospectid

Applicant Workflow p0333667
ethod

ocumenic
Activities

> Add New Activity

© e o300

Prospect Tracker
> —
E rrpers
edor g Apartment -~
@ App Approved
Accoun e
@ App Submit
15504 (Cedar Ridge Ap.
© Show Complete
© Tour Sched
= Memo.
@ First Contact
Resul Eplo
Rueme Deaguero
Ruomme Deaguero
— p—
Rpprovea i Tl month aepost RO
A Agent Dashboard MOlist (molist list) x i | Select Agent
Priority (24) Applicants (6) Residents (4) e P et D
ion Score © MO list (molist, list) » Select events - v < Today >
il Sun 1 Dec Mon 2 Dec Tue 3 Dec Wed 4 Dec Thu 5 Dec Fri 6 Dec Sat 7 Dec
2 ty Blackout | Property Blackout | Property Blackout | Property Blackout | Property Blackout | Property Blackout | Property Blackout
T
5 Blackout [ properyBickaut
a
©Q o)
property ¢ Outes oo Newstep
Shadon Mandley Cedar Ridge Apartment Homes Applied: Nov 22, 2024 P Fisaida e —
approved Unie warT2 Move-In: Dec 31, 2024 Gl
Brian Markley Cedar Ridge Apartment Homes Applied: Nov 15, 2024
AL oy Mork .
(@pplicant) opproved nit: 159004 Bty Moriley Move-In: Jan 22, 2025 Perding Fineizs Lease Cenergierecss
Mark Slaughter Jr Cedar Brooke Apartments Applied: Oct 7. 2024 Pending Finalize Lease -
@D oo ove- Jn'5, 2025
Anny Eads Cedar Ridge Apartment Homes Applied: Oct 10, 2024 P 1 1 9
Cammicon) prves e s ove-i Jan, 2025 AR s G eren age
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Approval of Application

After the earnest has processed through you will now be able to send the applicant all
the approval templates.

First, you'll send the text template. By clicking the applicant under Generate Lease or
Searching — Open Com-Hubl1— Click the Text Icon — Click the + sign — Select the
approval template — Wait a few seconds for it to populate — Send. [

¥ Communication Hub = Giatd

P 5 Shadon Mandley e o

pv | Q | search

Shadon Mandley Dec
Submit your application today!

Cedar Ridge Apartment Homg

(P Shodon ondey Dec2
Please be advised you have bee. 2 Rier
Cedar Ridge Apartmfht Homes
OPT IN REQUEST
g ShodonMandey Nov26 Reply YES to consent to text messages from
A Quote Sheet 2 Cedar Ridge Apartments & Townhomes by 0c
= First
De
Nov26
=
2
Ceghr Ridge Apartment Homes
Nov26 m ustomer Phone Number *
= ) y Customer Phone N
7 Cedar Ridge ApartmentHo.. X == - (913) 3253386
Sh Nov26
=
Yol Have Been Approved! 2

Cedar Ridge Apartment Homes

Nov26
v
Cedar Ridge Apartment Homes

Shadon Mandley lication has been approved! Please see your email for ¢
.

[ ] & G Save & Previous

You'll then go to email and send the Prospect- Approved Application Template. Click the
com-hub — Email icon — Select the recipient — Click the template drop down — Search
or type the template — Wait a few seconds — Preview to make sure no info is needed
from you — Send.

g
8 Communication Hub — " X%

5; 5> Shadon Mandley « frose = * <

Dv | Q | Search

From Property.

Cedar Ridge Apartment Homes -

&  ShadonMandiey
Submit your application today! a2
To: *
Cedar Ridge Apartment Jlomes
x  mandley62@gmail.com x - Add cc
[ ShodonMandey Dec2
Please be advised you have bej 7 Subject: *
Cedar Ridge Apagfment Homes You Have Been Approved!
g  ShadonMondiey Nov 26 A
Apply Email Template:
Ap Quote Sheet 2 peh Emo? Tope
T LT | Prospect- Approved Application x
Dc
g  ShadonMandiey Nov 26 Append Token: Attachment
le te Sheet
Quotsshes A Append Token Attachment
Cegfr Ridge Apartment Homes
Choose Files
g ShodenMongdey Nov 26
Renter's Insfirance Request 2 = o —
©) Source  Paragraph M I S @2 45| =
Cedar Ridge Apartment Homes
Shadoff Mandley Nov 26 Hi Shadon!
=
ve Been Approved! 2
Cedar Ridge Apartment Homes
Congratulations, you have been approved for your apartment!
Nov 26
= hadon Mandley
> E=E
Cedar Ridge Apartment Hom:
[ Q& 7 Save & Previous P asge ’I 20
Phone
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Approval of Application

A series of follow ups and templates have also been created to better our
communication with applicants after they are approved until their move-in
day.

Follow ups will show up in your Complete Follow-up Queue Box noting
whether the action is a call or email. Below are the new templates created
for the email follow ups.

I |
] Communication Hub — Pl

sy SamanthaDixon g @ ¢

Cedar Brooke Apartments

From Property

Dec5 Cedar Brooke Apartments

"4

Cedar Brooke Apartments

Samantha Dixon

x  5jd88820@gmail.com
Dec5

"4 Subject: *

Samantha Dixon

Cedar Brooke Apartments

= Samantha Dixon Dec5
Apply Email Template:
Electric Account 2 i 2o

1wee X &
Cedar Brooke Apartments

Samantha Dixon Dec4

NOTICE OF LEASE VIOLATION A Applicant- 1 week after approval

Cedar Brooke Apartments H
Applicant- 1 week prior to move-in

Dec1
&  Samantha Dixon —
v ods b
Cedar Brooke Apartments Voy_ 1 week after approval
&%  Samantha Dixon Nov 18 Voy_1 week prior to move-in
"4 w

Cedar Brooke Apartments

Nov 14
&  Samantha Dixon

> m.
n
Cedar Brooke Apartments

Note: If the applicant is scheduled to
move-in asap or within 1 week some
follow ups will automatically deactivate
themselves.
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Quote Sheets

After the applicant is approved a quote sheet should be sent letting the
applicant know the amount owed on move-in day.

To send this navigate to the applicants account — Click Preview RentCafe
Account — Once the portal opens click Quote — You then can print,
download, or email it to them.

1802 * p0440393

B Customer Information A

Name Customer ID Status

Devon Trout (@ C0349264

Phone RentCafe Status

(580)291-7826 &, (P Rregretered
Preview RentCafe Account [

Email

devontrout81@gmail.com

Preferred Contact Method
None

Comments

Online Application

5 Summary *e Alerts

dlicant Info
Hitional Applicants

Rental Qualifications* Devon Trout (Primary) © Completed View
lication Charges

se Summary

x
Sheridan Square Apartments 12/20/2024 @ 3:45 PM CST
402 NW Sheridan Road o
Lawton, OK 73505 s

Welcome to Sheridan Square Apartments

Rental Quote Sheet

Applicant Info

Primary Contact: Devon Trout

Rental Options
Page|122
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CRM IQ
Lease Generation

Once the application has been approved, you will need to generate their lease for them to e-sign. Leasing
Specialists do not generate new leases only renewal leases. Note: This may vary by Region. Regional
Managers will determine who will generate new leases and renewal leases.

All lease and move-in information needs to be sent ahead of move-in for the new resident to review.

For all new move-ins, all new leasing documents should be uploaded into CRM IQ. This should include: all
application materials, leases, renters insurance, copies of IDs, Signed Rental Qualifications and employer and
rental verifications.

You can scan documents to yourself and save to your desktop but they must be deleted immediately
afterwards. NOTHING should be on your desktop. Name the file with the property code, First initial of first
name, Resident Last Name, unit number, document name, and the date. Example: CR J. Johnson-15780 Lease
12-6-24.

See paperless procedure for instructions to upload attachments to CRM 1Q.

Property Agent Event Type

Priority (23) Applicants (6) Residents (4) : 3
Daily Completion Score @ MO list (molist, list) x  } Select. H Select events - v < Today >
Completion rate of pending items for the property o i i
from the past day B Application in Progress 9 Sun 1 Dec Mon 2 Dec Tue 3 Dec Wed 4 Dec Thu 5 Dec Fri6 Dec Sat7 Dec
Needs Screening/ Evaluation 2 P o —— —
I lﬁ Generate Lease 4I I e Bcoks Apartme ent..| | ¢ artment. || ce ke Apartme.
o A Lease Sent N -
78% Lease S 1 il
T Property Blackout | Property Blackout | Property Blackout | Property Blackout | Property Blackout ] Guided Tour
oot i e Courtersign Ledse parime partme. artme. ke Aportme. ke Aportme || & Kestina Byers
L . % N
& Lostupdated
Q search o Generate Lease )
Person Property Roommates & Dates Lease Status # Next Step
Euadan Menay; Chdapiche pory et Hines Applied: Nov 22, 2024 Pending Finalize Lease Generate Lease
(applicant) opproved Unit: WAIT2 Move-In: Dec 31, 2024
Brian Markley Cedar Ridge Apartment Homes s Applied: Nov 15, 2024 P Fodize Tacse o
(applicant) spproved Unit: 159004 Move-In: Jan 22, 2025

By clicking Generate Lease this will bring you to the manage lease options. You'll review the
Rental Terms and then click next. You may make edits if needed.

Manage Lease

o Rental Terms o Charges o Finalize Document

Please review the rental terms below. If any changes are needed, make them in the Rental Terms section.

Expected Move In
Dec 31,2024

Lease From ease To Lease Term (mo)

Dec31,2024  Feb28,2026 14
MarketRent  Deposit  Quoted Rent

osi
$1,010.00 $0.00 $1,010.00

[ EditRental Terms

Previous
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Lease Generation

The next step is to review the move-in and monthly charges. If correct click next or if
incorrect click edit charges.

@ Rental Terms © charges @ Finalize Document

Please review the charges below. If any changes are needed, click Edit Charges.

Edit Charges

Move In v

Charge Code Description One-Time Charge

util Next Month's Utilities $60.00

rent Rent for 4 days $3258

amendep Amenity Deposit $25.00

move-in One-Time Move-In Concession -$1.180.00

adddepos Additional Deposit $980.00

util Utilities for 4 days $8.00

rent Next Month's Rent $1,180.00

Totok $1,105.58

Monthly v

Finally you'll come to the Finalize Document section where all charges, dates,
emergency contacts, etc must be reviewed thoroughly. Once completed click
Finalize Lease.

@ Rental Terms @ chorges © Finalize Document

Click Finalize Lease to send a signature request to the customer via email and to make it available in the RentCafe online app.

Activities ~

368a02a2-e68a-4035-9b84-7408fd633300 — 1w00% + | @O

employees.
AGENT FOR LANDLORD: First Pacific Group whose address is Cedar Ridge Apartment Homes, 3100 Quail Creek
Drive, Independence, MO 64055 is authorized to manage the premises. LANDLORD or agent for service of process
and receiving notices is First Pacific Group whose address is Cedar Ridge Apartment Homes, 3100 Quail Creek
Drive, Independence, MO 64055 and phone number is (816) 373-8500

It is agreed that the LANDLORD may designate another agent from time-to-time by delivering notice of such change to

TENANT or by mailing notice to TENANT at the leased premises via U.S. first class mail, postage prepaid.

OCCUPANTS. Only the designated TENANT(S) and the following persons shall occupy the premises:

Shadon Mandley.

Anyone who s not named in this paragraph, or who does not sign this lease, may not reside on the premises. Anyone not
listed above must not stay on the premises for more than 10 consecutive days without the LANDLORD'S prior written
consent and not more than 10 days in any one month. All persons who wish to reside on the premises must be named in
this paragraph, be submitted to our screening and application process and, if over age 18, sign this lease.

If any adults occupy the premises other than those listed herein, the LANDLORD shall have the option of pursuing any
remedies allowed by law, including terminating the lease.

The provisions of this paragraph do not apply 10 the TENANT'S minor children except that the total number of persons
occupying the premises shall not exceed the allowable amount by law. Upon request by the Landiord, the Tenant shall
provide satisfactory proof of their familial relationship to other occupants of the premises or the address of any person

Previous.
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Lease Generation

A Pop-Up Window will come up asking if you are sure you want to Finalize and
generate the lease. Click Yes.

Finalize Lease

Do you wish to finalize this lease?

Cancel Yes

This will send the applicant an email letting them know the lease is ready to be
signed. You can view the Lease Document by going to the Documents Dashboard
or Documents in the applicants account.

Home / Search / Haley TEST / Timbercreek East Townhomes. |

Haley TEST (&
Timbercreek East Townhom

Overview
Document Tracking ‘Add Documents ~

Prospect Workflow

Applicant Workflow >

Document Name & Lease Dates & Type Status & Last Modified & Actions

- Do 12,2024 -Dec 11,2025 Movelntease  Wiing o AplcntSignture: L peren peamichGipaciiccom 2 e

With the copy of the document you have additional options if they apply. You can
regenerate the lease, Resend for signature, or mark it as manually signed
*permission required*

Documents
Signature Documents Upload Documents Attachments
Ledger
Documen tName % Lease Dates % Type & Status & Last Modified & Actions
heomnish@fpacific.com =
Lease document Dec 12, 2024 - Dec 11, 2025 Move In Lease Waiting for Applicant Signature : 1 person i e B = e
ec

Documents

AnD

In the documents Dashboard it
will tell you if / when the

applicant has countersigned or if
a roommates signature is
missing.
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Lease Execution

Once the resident has finished signing the document, the site team will receive
an email that it is pending counter sign. The document will move to the Pending
Agent Countersign tab of the Documents Dashboard. Once ready for
countersign there is a Sign all button that will sign all pages for you.

TF CRMIQ  Doshboards~  Reports~  Communications ~

Property
MO list (molist, list) x | 3

Documents
All Documents Document Status Document Types
View all or only prospect of resident documents. View the current stage of leases and additional documents. View specific document types.
I Prospect Documents 15 Manage Document 4 Guarantor Document 0
1 08 M Resident Documents 93 M Get Signature 81 B Move in Lease Document 25
| M Pending Agent Countersign 0 B Renewal Document 7
B Pending Regenerate 23 B Additional Documents 76
M Printed 0

From the Documents Dashboard, you will find Documents that Need to be
managed, get signature (residents), Pending Agent countersign, and Pending
Regenerate. From which ever tab you select a list of resident will appear the bottom
with the Type, Status, Document name, Pending Signature, and Next step.

Property
Documents MO list (molist list) x  }

All Documents Document Status Document Types

View all or only prospect of resident documents. View the current stage of leases and additional documents. View specific document types.
B Prospect Documents 15 Manage Document 4 Guarantor Doc 0
1 08 W Resident Documents 93 W Get Signature 81 M Move in L 25
M Pending Agent Countersign 0 B Renewal Document 7
M Pending Regenerate 23 M Additional Documents 76
M Printed 0
Q search
Person % Property + Type & Status & Document Name & Pending Signature % Next Step
Francis Cox LIl 5
Zrancaib ok . e o ® Renewal Document ® Get Signature Renew Lease 2 people View Document z B
(Resident Documents ) unit 1721
na Walsworth ;
Shating Walsword o @ Additional Documents ® Get Signature Rent 1person D~ o
Prospect Documents Unit 46004
Delicia Jones )
J @ k- @ Additional Documents @ Get Signature Rental Qualifications 1 person View Document =
Prospect Documents Uit 15508
iya Harri )
AnixaHamis o ® Additional Documents B Get Signature Rental Qualifications 1 person N z
Prospect Documents Unit 46000

Matthew Armstrong o

B Get Signature Roommate Rider 2 people ViewDocument < B [ (j

@ Additional Documents

(Resident Documents )
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Move In

Once the resident has an executed lease, all move in funds are paid and keys are issues,
you will need to move them into the system by following the following steps.

O-I I From the Applicant Box go to Needs Move-in. The move-in will show below
with the Move In button.

# Agent Dashboard

Prorty (114 Appiica Residents (1
iy (114) pplcants (2) s (1) Chindin:

Move-In: Dec 12,2024

02 I Verify the Move In Date, Lease From Date and Lease To date are correct
and match the lease. Then click Post.

‘‘‘‘‘‘‘

uuuuuu

03 Once you click post a pop up will appear confirming that you are ready to
I post the charge. Click Proceed and the resident will now be current.

Post Move-In Charges

Move-In Charges will be posted. Do you wish to proceed?
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Commission Report

When it's time for process commission you'll need to pull the report and ensure all
documents are uploaded. Documents include: ID(s), Pay statements, Move-in Pictures,
Quote Sheet, Application checklist, and move-in checklist if returned.

01 I To pull the report click Reports — YSR Report

Reports ~ Communications ~ H Add New ~ 1

Q_ Search
Leasing Property Resident

< Activity Register Aged Receivables Bulk Documents pgta
Ad Source Performance Box Score Summary Delinquency Summary
Aged Missed Follow-up Custom Effective Rent
Agent Notification Response T...J YSR Report Lease Expiration
Agent Performance Gross Potential Rent New Leases
More... More... More...
Admin

Elevate Usage

02 I Under Report Name start typing Custom Commission. When it pulls up
you'll select your site and enter move-ins dates from the 1st to the last day
of the month.

YSR Reports
Report Name Output Type Merge Reports. Attach Reports Email Reports Show on Portal
Custom Commission Report (commins) v PDF b D
=
Property * Resident Name Status Unit
ss (Sheridan Square Apartments, 402 NW Sheridan Road, L. x| % H - Select -—- B
Unit Type Lease From start lease from end Move In Start
H ] 1 Dec 1,2024

Move In End
Dec 30,2024 =)

03 I Once dates are entered click Generate — View Report. This will download
the report in a PDF for you to review / print.

YSR Reports

Repertame ouputType Merge Reperts Atach Reports S Show on Fortel
Custom Commission Report (commins) - eoF -0

m

P Square Apartments, 402 NW Sheridan Road, L. % §

Move In Start
] Dec1,2024

Move In End
Dec 30,2024

Report
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Renewal Lease

Generation

Each Resident will have multiple Renewal Proposals entered that they can choose from. Once the
Resident chooses a renewal proposal from their Resident Portal, we can then generate the Lease
Agreement for them to sign electronically.

You can view the status of each Expiring Resident’s renewal by in two spots. The Agent Dashboard
in the Queue box under residents or the Renewal Dashboard.

# Agent Dashboard

Priority (5) Applicants (1) Residents (4)
Daily Completion Score
Completion rate of pending items for the property
from the past day 7% Needs Renewal 67
Month to Month 5
25 On Notice 4
&= Evict 10
et Pending &% Needs Move Out 0
a8 . &8 Pending Deposit Accounting 4
& Lostupdated at: -
Q s (- Yoy
Customer $ Property Status % R
feggy |:|qyden Cedar Brooke Apartments Pending Selection
(_resident ) Unit: 1904
/Kat'hryn\ Bobak Cedar Brooke Apartments Pending Selection
(_resident ) Unit: 0402

Under the Renewals Dashboard there are a range of things you can do. Review the graph on
what's happening between now - 180 days, Review the status of the proposals, Review status
of documents, and see how many renewals are already scheduled.

Property

Renewals Dashboard MO list (molist list) x

Individual ~ Batch  Tiered

Expiring Leases @ Proposals @ Documents Scheduled
View al customers with eases expiring soon. Al ustomers renewl proposals by status. View the status of renewal documents e rineiaitiases troiove been sieliicd
M In Next 30 Days. 0 Manage Document 0 2 1
B In Next 31-60 Days 4 Pending Proposal 12 B Pending Customer Signature 7
Renewals Scheduled
In Next 61-90 Days 37 B Pending Approval 0 B Pending Agent Countersign 0
B In Next 91-120 Days 38 B Pending Selection 65 B Pending Regenerate 0
B In Next 121-180 Days 7 W Printed 0
-—
Q search In Next 91-120 Days X
Person & Lease Expiration & Last Contacted 2 Follow-Ups % Property % Renewal Step & Actions
Due Date: Mar 16, 2025
Last Contacted: Jun 4, 2021 Description: Thank You Cedar Brooke Apartments
© W Mar11,2025 2 View Selections
Gans jonas Contact Notes: Optional Notes: Lease Expire Follow-Up. Unito101 &,
Channel: Email
Last Contacted: Mar &, 2023 Timbercreek East Townhomes :
©  ® Mar11,2025 2, View Selections E
Vemishd Erancols Contact Notes: Executed by RENTCfe Site Manager Unit 1746 = '
Due Date: Mar 17, 2025
Last Contacted Mar 112024 Dessrintion: Thank You e
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Renewal Lease

Generation

Once proposals are generated you can view them on the Renewal Dashboard — Pending Approval
— Find your resident — View Proposals

Individual ~ Batch  Tiered

Expiring Leases @ Proposals ® Documents ——
W In Next 30 Days. 1 Manage Document 0 1
I Next 31:60 Days 4 Pending Propesal 3 B Pending Customer Sigrature 1
In Next 61.90 Days 7 8 Pending Approval 15 ] B Ponving Agent Countorsign. 0 Renewals Scheduled
10 Next91-120 Days 10 W Fening Seecton B B Pending Regenercte o
Expand All
Q haley (Pending Approva X )
O Person ¢ Lease Expiration & Property ¢ Status ¢ Renewal Worktiow & Actons
Haley Test © Wjmi20s Tibsrisak Exctowniamee  Pending Approval [ 2 View proposas |
Expand All
£ _\
Q_ haley ( Pending Approval X
[J Person ¢ Lease Expiration & Property & Status & Renewal Workflow Actions
Haley Test © @ jan1,2025 E‘::':j’g“" Epstlownioies B Pending Approval L — H
D Batch Id Proposal Date Market Rent Current Rent Proposal Rent Term Lease Form Lease To Details Available Actions
O 0 Dec 12,2024 $1,485.00 $1,485.00 $1,485.00 12-12 Jan2,2025 Jan 1,2026 Q [

Navigate back to the residents account to manage the renewal. Click General — Manage —
Renewal Lease.

Haley TEST -~ rrent Resident) e Follow-up Type
Timbercreek East Townhomes (te) * Unit 1723 + t0088256 Dec 13. 2024, 830 av Primary
Overview

Manage

Profile ‘

Lease Info

Date & Action & Notes Agent ¢ Details &
Ledger

Dec 12,2024 Move In Move In Haley Cornish Q
Bank Accounts

Rentable ltems

Once opened you can review the proposal, select, or deny it.

Lease Info

Lease Details Lease Charges Lease Renewal Lease History Application Form Deposit Info Screening Other Info
Create a renewal proposal by clicking "Add Proposal”. After a renewal proposal is approved, a notification is sent automatically to the customer, making it available to be selected in their P ——
portal (an agent can also select a proposal here). Once one is selected, click "Manage Renewal” to complete the leasing steps.

Hide Non-Active Proposals

D3 Proposal Date % Rent & Term ¢ Lease From % LeaseTo BatchID % Expiration Date $ Status ¢ Details & Available Actions

139459 Dec 12, 2024 $1.485.00 12-12 Jan 2,2025 Jan 1, 2026 Approved Q m
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Renewal Lease

Generation

Once selected a pop up will appear to confirm you want to proceed with the proposal. Click Yes.

Confirmation

Do you wish to select this lease proposal?

You then will be able to manage the document.

Lease Info

Lease Details  Lease Charges  Lease Renewal  Lease History ~ Application Form  Depositinfo  Screening  Other Info

Create a renewal proposal by clicking "Add Proposal”. After a renewal proposal is approved, a notification is sent automatically to the customer, making it available to be selected i their
portal (an agent can also select a proposal here). Once one is selected, click "Manage Renewal” to complete the leasing steps.

Hide Non-Active Proposals

D % Proposal Date % Rent & Term & Lease From % LeaseTo & BatchID Expiration Date & Status ¥ Details ¢ Available Actions &

139459  Dec 12,2024 $148500  12-12 Jan 2, 2025 Jan 1,2026 Sttt Q m Cancel

Manage Lease (Step 0)

Review all steps very carefully ensuring all information is correct. Once at Finalize lease review the
lease and click finalize.

Manage Lease
@ Leasento @ crarges © Finaiize Document

Click Finalize Lease to send a signature request to the customer via email and to make it available in the RentCafe online app.

a AGENT FOR LANDLORD: First Pacific Group whose address is Timborcrook East Townhomes, 1860 SE
Blue Spri LANDL

Another pop up will appear confirming that you want to finalize. Click Yes.

Finalize Lease

Do you wish to finalize this lease?
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Renewal Lease

Generation

When the renewal lease has been sent you can view it under the resident Documents or the
Renewal Dashboard.

Renewals Dashboard

Individual ~ Batch  Tiered

Expiring Leases

View all customers with leases expiring soon.

B In Next 30 Days

M In Next 31-60 Days
In Next 61-90 Days

M In Next 91-120 Days

B In Next 121-180 Days

Q search
Unit & Person &
1723 Haley Test

Pending Customer Signature X

Proposals
All customers renewal proposals by status.

Pending Proposal

W Pending Approval

. M Pending Selection

Document Name &

Renew Lease

e Type

® Documents

View the status of renewal documents.

Manage Document 0

3 B Pending Customer Signature 2|
14 M Pending Agent Countersign 0
5 M Pending Regenerate 0
M Printed 0
s Status &

B Renewal Document

B Get Signature

1 person

Pending Signature

Fropery

Timbercreek East Townhomes (te)

Scheduled

View renewal leases that have been scheduled

iL

Renewals Scheduled

Next Step

View Document &

To countersign a Renewal lease navigate to the Documents Dashboard — Click Pending Agent
Countersignature — Find your document — Click Countersign. This will sign all pages for you at

one time!

Documents

Property
All main props by % (allby, list) x

All Documents Document Status Document Types
View:iil oronly prospect of residint docurments. View the current stage of leases and additional documents, View specific document types,
i Prospect Documents 487 Manage Document 35 Guarantor Document 0
B Ce: Sigooiu £12
8 5 0 M Resident Documents 363 - - B Move in Lease Document 219
M Pending Agent Countersign 15 B Renewal Document 63
B Pending Regenerate 188 B Additional Documents 568
B Printed 0
Q search. Pending Agent Countersign X H
Selected & Person & Property & Type & Status & Document Name % Pending Signature & Next Step
Jeremiah Stevenson eb , =
@ Move in Lease Document @ Pending Agent Countersign Lease Document Countersign & B
] Prospect Documents Unit 11-73438 '9 Agf 91 gy fs]
Liyah Arizola c .
O i o, B Move in Lease Document ® Pending Agent Countersign Lease Document Countersign & B
Prospect Documents Unit 089810
Madelynn Bursley ’ o =
O O S S e B Additional Documents B Pending Agent Countersign Notice to Vacate Countersign & B
— ResdentDocuments
Chance Trombley* i N
O 24 — ® Renewal Document ® Pending Agent Countersign Renew Lease B
nit 06-

((Resident Documents )
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NOTICE TO VACATE

Locate the Resident Account in CRM IQ by navigating the following :
* Inthe Search Bar

+ Type the residents Full Name or Unit number

By default, you land on the Overview section of the Resident screen. Click General in the
menu — Profile — Custom Tables— Select NTV — Fill in the information — Once complete

hit Save.

Home / Search / Amber Larson (Emp)

Amber Larson (Emp) ~

Cedar Ridge Apartment Homes (cr)

(CurrentResident) & [P &

Cedar Ridge Apartment Homes (cr) ® Unit 15717 » 0087988

Overview
:
Profile
Manage
Lease Info
Ledger

Bank Accounts

Rentable Items

Roommates o
Services >
Documents

Profile

Preferred Nome
Amber Larson (Emp)

C0016246

Profile  RentCafe (/1) v/ Vehicles P&t Custom Tables  Notes (0)

Additional Lease Details | NTV | RoommateRider  Partial Pay CC Authorization  Deferral Payments ~ Transfer

Transfer Preferences  Transfer Selections ~ Payment Arrangement Reminder  Payment Plan Arrangement

Notice Date Lease Term Fee
Move Out Date Concess Payback
Reason for Moving Pro-MO

-~ Select --- -
Fwd Street Address Total MO

Eviction Moratorium  Forbearance Agreement

° Follow-up

Former Tenant/Collections Data

Reports ~  Communications ~

Search

Cedar Ridge Apartment Homes (cr)

(CurrentResident) & [®

717 « t0087988

Notice Date

Dec 10, 2024

Move Out Date

Feb 10, 2025

Reason for Moving

Add/Lost Roommate

Fwd Street Address

Testing for Haley

Fwd City St Zip

Kansas City MO 64055

Lease Fulfiled

Yes

Moving Into

House

Community Suggestion

Lease Term Fee

:::] NA (Only add if it is a lease break) Review ledge to know yours

Concess Payback

] NA (Only if it is a lease break)
Pro-MO
- Use calc. above (include- rent, utilities, rentable items, and animals))
Total MO

Total amount goes here

Pre-Inspection MO

Should be within 24-48hrs after notice received ]

Pre-Inspection Time

- Manager to advise
AMorPM
. PM. =

Move Out Inspection Date

Move-out date ]

Move Out Inspection Time

Once keys are received

Prorate Calculator
Property *
Select property

@ Move in

Date *

MM/DD/YYYY

Amount *

Prorated Amount

$0.00

O Move Out
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NOTICE TO VACATE O cria

To send the document on the left hand menu click Documents — Add Documents —
RentCafe E-Sign from Library.

00 (Empl / Cador Ridge Apartment Homes ()

Document Tracking

e Lo Eog]
Select your
document

Library Name
Animal Addendum

Pool Addenda

Notice to Vacate

After selecting it will ask Who is signing (select ®
all that apply) and then Preview & Send.

RentCafe E-Sign from Library

+ Back to Document Tracking

[ scios ~_|

© serect (] ni ©-

Q search
Library Name Type Select &

Animal Addendum Additional Document

Pool Addenda

Notice to Vacate Additional Document

RentCafe E-Sign from Library 4 Backto Document Track RentCafe E-Sign from Library

# Backto Document Tracking

Q Select o Who's signing? 0 © seet

@ revewssens

they )
——
‘Amber Larson (Emp) Manager
Primry Monoger
B sortrereives [ E—
| ) G

a5 nscle amber@yahoo com Movig o

Pease e suggestons below tohep s provs our apartment communtes

| Previous m
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NOTICE TO VACATE

To countersign you'll locate it on the Documents Dashboard — Pending Agent
Countersignature. Only Managers can Countersign. After countersigned you can find
it in the attachments.

Home / Search

Marquis White -

Cedar Ridge Apartment Homes (cr) ® Unit 15900A ¢ 0086581

(Notice Resident) & (P &

Marquis White / Cedar Ridge Apartment Homes (cr)

Overview
General >

Services > Uploaded Files €9
Documents

Select File

Type
Primary

Max Size: SMB, Valid files: PDF, Text (TXT, CSV. XML). Excel (XLS. XLSX. XLSB). Word (DOC. DOCX, RTF), Image (JPG, JPEG. TIF. BMP. GIF, PNG). Video (MP4, MPG. AVI), Other (ZIP. DWF, DWFX, SVG)

Resident & Name % Type & Uploaded Date & Portal ¢ Edit ¢ Preview ¢ Download % Delete &

Marquis

Wit MO1stDemandForRent_t0086581_12052024.pdf Dec 5, 2024 /’/ (o] r ']
ite

Marquis

ke Attachment_t0086581_RS_Nov222024110728.pdf Insurance Documents Nov 22,2024 % ’ ® & @

Marquis

s Attachment_t0086581_RS_Nov162024110949.pdf Insurance Documents Nov 16,2024 % ’ @ % @

™

W‘:;f:‘s Attachment_t0086581_NoticetoVacate_Nov112024113200 pdf Portal Lease Documents Nov 11,2024 v /’ [ & @

Marquis )

i CR White 5900A NTV 11.9.24 Move Out Statement Nov 9, 2024 ’ & ]
i

Marquis

i TCForbearanceAgreementLetter_t0086581_10302024.pdf 0Oct 30,2024 ’ @ & ]
ite

Now that there is a fully executed document, you will complete the CRM 1Q Notice
function by navigating to the Resident Overview — General — Manage — Manage —

Notice.

(Current Resident)

Amber Larson (Emp) ~

Cedar Ridge Apartment Homes (cr) ® Unit 15717 # 0087988

Overview

= L

Follow-up Type
Jun 17,2025, 530 A Primary

Manage <
Profile g
s
Lease Info Reverse Move In
Date & Action & Notes Agent & Detailt
Ledger Assign Unit
Sep 9,2024 Move In Move In Kandi Smith Q Apply Deposit

Bank Accounts

Rentable ltems

Roommates o
Services >
Documents

Adjust Lease End

Evict

Month To Month

Promote Roommate
Unit Transfer

Renew Lease
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NOTICE TO VACATE

Complete the Filter on the Notice section and then click Save. The details in the filter
should match what is on the executed NTV Document.

Notice Date *

Dec 10,2024

Reason For Move Out *

] **SELECT REASON**

Post Early Termination Fee

-]

After clicking save the status will change from Current to Notice. You can view this by
going back to the resident profile or in the queue box under residents on notice

Home / Search / Marquis White / Cedar Ridge Apartment Homes (cr)

Marquis White ~ L AW

Cedar Ridge Apartment Homes (cr) ® Unit 15900A ® t0086581

Overview
B35 Customer Information Resident Status
General >
Services N Name Customer ID Status Ledger Balance
Marquis White (@ €0229664 Notice $1,344.00
o
Priority (5) Applicants (1) Residents (4)
> Needs Renewal 67
Month to Month 5
I 25 On Notice 4
A= Evict 10
@i Needs Move Out 0
&8 Pending Deposit Accounting 4
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Cancelling A Notice to Vacate

If a Resident notifies you that they would like to cancel their Notice to Vacate, you
will need to regenerate the NTV form for them to sign to rescind their notice.

Navigate to the Residents Overview — General — Profile — Custom Tables — NTV
— Save.

Home / Search / Amber Larson (Emp) / Cedar Ridge Apartment Homes (cr)

Amber La (Emp) ~ (CurentResicent) = (P &
Cedar Ridge Apartm S(c) ® Unit15717 o 10087988
Overview
Profile
General v

= : :

Amber Larson (Emp)
Manage
0016246
Lease Info

Ledger Profile  RentCafe (1/1) v Vehicles  Pets” CustomTables  Notes (0)

Bank Accounts

Additional Lease Details ~ NTV ~ Roommate Rider  Partial Pay CC Authorization  Deferral Payments  Transfer  Eviction Moratorium  Forbearance Agree
Rentable items
Transfer Preferences  Transfer Selections ~ Payment Arrangement Reminder  Payment Plan Arrangement
Roommates 0
Notice Date Lease Term Fee
Services > Dec 10, 2024 &
DocuTents: Move Out Date Concess Payback
Dec 10, 2024 ]
Reason for Moving Pro-MO
Rescind NTV

You will notice all of the old information is still populated into the Filter fields. These
will need to be cleared out and only the Date, Reason for Moving and Community
Suggestion will be filled out with the following information.

Date- Today's Date
Reason For Moving- Rescind NTV
+ Community Suggestion- Resident is cancelling their notice to vacate

+ Click S
ICK Save
Additional Lease Details ~ NTV ~ Roommate Rider  Partial Pay CC Authorization  Deferral Payments ~ Transfer  Eviction Moratorium  Forbearance Agreement  Former Tenant/Collections Data
Transfer Preferences  Transfer Selections  Payment Arrangement Reminder  Payment Plan Arrangement
Notice Date Lease Term Fee
Dec 10, 2024 [::]
back
]
Reason for Moving o

‘ Resident is canceling their notice to vacate
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Cancelling A Notice to Vacate

After Saving the info go to Documents — Add Documents — RentCafe E-Sign from
Library

Amber Larson (Emp) ~ dent) ® [P 4 o M?—:—imm ;”,;m

Document Tracking

RentCat:

FemiCare om Ubrary

Q search.

Signature Documents  Upload Documents  Attachments

Ledger o Lease Dates &

Lease document 569 6,2024 - Sep 5,202 Move In Lease Completed v/

Notice to Vacate Other Document In Progress

Select Notice to Vacate and review who is signing.

RentCafe E-Sign from Library
Select ‘ Who is signing? f
) L) -]

§

Q Search.

Library Name Type Select &

Animal Addendum Additional Document

Pool Addenda Additional Document

Amenity Pass Additional Document

This will bring you back to the Preview & Send. Verify that the info has updated and
click Send.

RentCafe E-Sign from Library
@ seiect @ Whois signing? © Preview & send

Review the document and then click Send to send it to the recipients.

- 1w00% + | @O

Resident Notice to Vacate
Apartment Number: 15717

Notice Date: 12/10/2024

that 8 before date: * 'g reasons Rescind
NTV.

**PLEASE NOTE: MUST be sigs 24 hours of . Any added
beyond that timeframe may result ion of y to comply with i i
i i i rdingly, and you will be responsible for payment.

in your

Resident Forwarding Address:

Resident Resident E-Mail Add

: reeves_nacole Moving into:

give suge below to help
Resident is canceling their notice to vacate

apartment t

\derstand that the be vacated by th 1 (we) understand that by giving this notice | (we)

Previous.
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Cancelling A Notice to Vacate

Once the residents signs and the Manager Countersigns the NTV will need to be

canceled. To do this go back to the resident account — General — Manage — Manage
— Cancel Notice.

Marquis White ~ (NoticeResident) & [ &

Type
Cedar Ridge Apartment Homes (cr) ® Unit 15900A ® 0086581 Primary
Overview
Manage
Profile
Lease Inf 2
ease Info Apply Deposit
Date & Action ¢ Notes Agent ¢ Detc
Ledger Cancel Notice
Nov 14,2024 Notice Given Unhappy Amber Larson
Bank Accounts

Deposit Accounting

Rentable ltems Jan 11,2024 Move In Move In Kristal Ruelas Move Out
Promote Roommate
Roommates 0
Unit Transfer
Services >
Documents

This brings you to the Cancel Notice screen. Update the Agent and click Cancel Notice.

Cancel Notice X
Termination Type Notice Date Move Out Date Reason for Move Out

Notice Nov 9, 2024 ] Jan 13, 2025 - Unhappy
Agent

Select Agent
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CRMIQ
Move Out

Once a resident has turned in keys, you will move them out of the system.

Click Residents in the Queue box — Needs Move out

# Agent Dashboard

Daily Completion Score
Completion rate of pending items for the property
from the past day

0%

Lost updated at: -

Priority (114)

% Needs Renewal
Month to Month
2, On Notice

A= Evict

Applicants (1) Residents (2)

20

Iax‘ Needs Move Out

1

&5 P Dey

=

This will show all pending move outs for the day. Choose your resident and click

Move-out

Property Agent
# Agent Dashboard Timbercreek East Townhomes (te) Select Agent
; ; Priority (114) Applicants (1) Residents (2) Event Type
Daily Completion Score Calendar Select events v m v < Today >
Completion rate of pending items for the property
from the past day e L Sun8 Dec Mon 9 Dec Tue 10 Dec Wed 11 Dec Thu 12 Dec Fri 13 Dec Sat 14 Dec
Monttito Moeth 2 Property Blackout Move Out
20 On Notice 2 East Town. aley TEST
i+ Evict 1
@i Needs Move Out 2
&8 Pending Deposit Accounting 0
Q search ° ("Needs Move Out )

Ustomer = Property = Tatus = Roommates = Tast Activity = Move Out Date = [ext Step.
Haley Test Timbercreek East Townhomes W a0 Notice Given i 3, 034 e
(resident) notice unit: 1723 Dec 12,2024
Eelth Lixps Timbsrerssk ot Townhomes 8 Needs Move Out Jason Wilson Bictice Given Nov 26,2024 Move Out
(resident) rotice Unit: 1846 Sep 25,2024
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CRMIQ
Move Out

Move Out X
Notice Date
: + R i Dec 12,2024
A pop up will appear conflrmlng Notice N
Date, Move out Date, and Reason for Dec 12,2024
Move_out. C||Ck Save. Reason For Move Out

Need More/Less Space

CIose E

Another pop up will appear confirming that the move-out has posted.

&/ Move Out Posted

Property Agent
Timbercreek East Townhomes (te) x i Select Agent

This will update the Resident's Status from Notice to Past.

Ensure that you have received the Resident’'s updated Forwarding Address and
Phone Number for all leaseholders.

Home / Search / Haley TEST / Timbercreek East Townhomes (te)

Haley TEST ~  (PostResident) =

Timbercreek East Townhomes te) ® Unit 1723 * 0088256

Overview

B8 Customer Information Resident Status
General >
Sarvies N Name Customer D Sta Ledger Balance
o Haley TEST (8 €0342929 Pa $1,702.41
Documents s AN Move In/Out Late / NSF
Registered Dec 12,2024 - Dec 12, 2024 0/0
Preview RentCafe Account [4 Lease Term Resident ID
Dec 12,2024 - Jan 1, 2025 0088256
Email
TESTINGAPP@GMAIL.COM vehidetsiio, Add ProApectiD
p0437482
Preferred Contact Method
o Add Pet(s):0 Add

None
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Adding A Roommate

to A Current Resident

To add a new roommate to an existing resident’s account, simply click Add under the Resident
Status.

Home / Search / Amber Larson (Emp) / Cedar Ridge Apartment Homes (cr)

Amber Larson (Emp) ~ (CurentResicent) = (# S

Cedar Ridge Apartment Homes (cr) ® Unit 15717 * 0087988

B8 Customer Information Resident Status Fl Unit De
General v
—— Name Customer 1D status Ledger Balance Property & Spa
Amber Larson (Emp) @ 0016246 Current $298.00 Cedar Ridc
Homes (cr]
Manage [ E— Move In/Out Late /NSF
(816) 674 - 0465 Registered Sep 6, 2024 - N/A 1/0 Details
Lease Info Townhome
Preview RentCafe Account [ Lease Term Resident ID only | 1175
Sep 6, 2024 - Sep 5, 2025 t0087988
Ledger Email Unit Address
reeves_nacole_amber@yahoo.com Vehicle(s): 0 Add Prospect ID 15717 E. 4
Bank Accounts None Pp0432387 Ind?ende
Preferred Contact Method B, S 64055
Rentable Items None N Add ;‘*.‘)‘r:e” Add
Roommates 0
Services >

You will need to at minimum fill in the First Name, Last Name, Email address, and Phone
number in order to send the Application Invitation.You will also need to select whether they are an
adult or minor. Either create a new customer or select and existing one below.

If you select Create New Customer you'll need to select the Relationship, Move-in Date, Toggle
Lessee if an adult, and click Save.

Customer Search X
Customer Search @ simple View
First Nome Last Nome Phone Email

Haley Comish = - (580) 291-0000 heornish+12@fpacific.com
@ Aduit O Minor
Find Customer

Create New Customer and Add as Roommate
[Name ¢ Phone % Email ¢ Actions

[Haley Comnish v (000) 000 - 0000 testtesttest@gmail.com
[Haley Comnish v (580) 091 - 2345 testhaleycornish@ymail.com
[Haley Comnish v (200) 000 - 0000 trainingtest@gmail.com
HALEY Cornish v/ (580) 291 - 2765 hlynclernsh@gmail.com
Haley Comnish v/ (567) 843 - 9209 test123test456test@gmail.com

New Roommate X

* indicates required fields

First Name * Relationship *

Haley choose.. .

This field is required.

Last Name *

Cornish Cell Phone
== - (580) 291-0000
Email
Lessee
hcornish+12@fpacific.com ~
»
Move In Date *
Date of Birth
Move In 22
DOB
Invalid date format. L

cancel | B2 Page| 142
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Adding A Roommate

to A Current Resident

Once you click Save, you will need to click Invite to Online Application button.

Roommates © Add Roommate
Current Roommates
Name % Phone Number(s) % Email % Occupant Type % Moveln & Move O
Amber Larson (Emp) (816) 674 - 0465 reeves_nacole_amber@yahoo.com Primary Sep 6, 2024 Edit
Future Roommates
Name % Contact & Occupant Type Moveln % Move Out % Status
Haley Cornish hcornish+12@fpacificcom  Roommate Dec 10,2024 Not invited Invite to Online Application

Once the roommate completes the online application and
pays, you will manually process screening. Once Approved,
you will utilize the Roommate Rider Agreement to generate
the Additional Roommate to the lease.
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Screening Manually

Once the new roommate has completed the online application, you will go to the
Resident’s Profile screen and click General — Lease info — Screening

Overview
Lease Info
General v
Profile .
Lease Details Lease Charges Lease Renewal Lease History Application Form Deposit Info Screening Other Info
Manage S —— ¢
These details are from the current lease. If you need to make any changes, such as updating the lease end date, that should be done in the Manage section-
Lease Info
Ledger Dates

This will bring up the screening information for all applicants including the current resident(s)
with their initial screening decision information. Since we are adding a new roommate, we DO
NOT want to re-screen the current residents. Uncheck the current resident from include in
report.

Note: It's your responsibility to confirm that the roommate has fully filled out the application
with the correct information. If any information is incorrect the roommate will need to be
charged another app fee to update the info.

v Screening Report Setup

Confirm the information for each applicant to be included i the report. All applicants must be ID Verified to be included in a screening report.

Run Report ~

Applicant Type Consent/Photo ID Confirmed Include in Report
P—— Raiy ~ |
TEST TEST CoApplicant  ~ Oa

v Screening Report Results

Report Report Details Applicants Date Completed Result

Denied

Il
Yardi Screening I sandeases T March 19, 2021 ,( & View Report Update Results
Y-
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CRM IQ
Screening Manually

If everything is accurate click the report drop down and select Yardi Screening.

Lease Details  Lease Charges  Lease Renewal  Lease History ~ Application Form  Depositinfo  Screening  Other Info

Consolidated Results

Result Reason Completed On

Denied X Regional Approval March 19, 2021

v Screening Report Setup

Confirm the information for each applicant to be included in the report. All applicants must be ID Verified to be included in a screening report. Run Report ~

Applicant Type Consent/Photo ID Confirmed Include in Report Yardi Screening

Other
Deshawn Rooney Applicant  ~ D

Criminal

TEST TEST CoApplicant  ~ O a Guarantor

This will automatically log you into the ScreeningWorks database to process the screening.

Screening Login - Yardi Resident Screening ' Applicants

You will be directed to the Property Screening Result page in ScreeningWorks. This will show
you the initial decision for the applicant.

ScreeningWorks
PRO

Welcome Timbercreek East Townhomes (P3587)

Find Applicant Corporate Appli

Property Screening Result

APPLICATION RESULT: ACCEPT WITH CONDITIONS - GUARANTOR

Print Application Refresh View Guarantors

NOTE: You should not disclose any screening results with the applicant. *SC's screening report will
automatically send per CA Law*. You will then send the information over to Ruanne to review.

Once Approved, you will generate the Roommate Rider Agreement to add the Additional
Roommate to the lease.
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Roommate
Rider POLICY

The Roommate Rider will be utilized when you are adding, removing or changing the
name of resident during a lease term. Since the lease cannot be re-generated with the
change, the Roommate Rider will be signed by all parties acknowledging the change.

Only a Manager / Assistant Manager should complete this process.

All remaining leaseholders must submit their 2 most recent pay stubs to
confirm they qualify to remain in the unit.

All leaseholders remaining must have been screened through First Pacific
screening. If they have not, they must be screened.

If a guarantor is being removed, screening must be run on all the
remaining residents - If an additional deposit is required, this must be
paid in full prior to the guarantor being removed.

Once all pay stubs have been received and any screening required has been
completed, send to Ruanne or Jane to approve the removal of the roommate.

’ Once approved by Ruanne, your manager will generate the Roommate Rider.

« Ifthe primary resident is the one leaving, you must first complete the
Roommate Rider to have everyone sign off on removing them. Once it is
signed by all leaseholders and countersigned, manager can then use the
Promote Roommate Function to remove the Primary.

+ Ifaroommate is leaving, you can use the Roommate Rider as instructed.
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Roommate Rider

From the Resident’s profile, click on Custom Tables — Roommate Rider

Enter the Resident Code of the resident who is being added, deleted or name changed and fill in the
Residents Staying / Leaving and the Move in or Move Out effective date. *Note- If adding a roommate, the
roommate should have already been added via Roommates tab and screening ran.

If Name change, enter the reason for name change and the previous name. *NOTE- name should be
updated to the new name via the Roommates tab.

Hit Save

vesnawn
Overview
coos4182
General v
B
TrONTE TETCaTE O e PEeP> Custom Tables  Notes (0)
Profile
Manage i
Additional Lease Details ~ NTV ~ Roommate Rider Partial Pay CC Authorization  Deferral Payments  Transfer  Eviction i Former Tenant/Collections Data
Lease Info S ——
Transfer Preferences  Transfer Selections  Payment Arrangement Reminder  Payment Plan Arrangement
Ledger
Task Residents Staying
Bank Accounts Addition - T0895645
RestGeismS Added Resident Code Residents Leaving
Roommates 1 R0098956
Services v Deleted Resident Code Move-In Effective Date
Dec 12,2024 =]
Work Orders 31
Reason for Name Change Move-Out Effective Date
Renters Insurance
WIPS
Pre
Documents

You'll then go to Documents — Add Documents — RentCafe E-Sign from Library

Preferred Name : Deshawn

Overview
Document Tracking Add Documents ~
General v
RentCafe E-Sign Upload
Profil
o Q Search RentCafe E-Sign from Library
Manage
Signature Documents  Upload Documents  Attachments
Lease Info
Ledger Document Name & Lease Dates & Type ¢ $ Last Modified & Actions
Bank Accounts
Rentable ftems
Roommates 1
Services v
Work Orders 31
Renters Insurance
WIPS
Joocuments
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Roommate Rider

Select Roommate Rider — Then select who will be signing — Preview & Send

RentCafe E-Sign from Library

Activities ~

Select ‘ Who is signing?
o K

Q Search.

Library Name Type

Animal Addendum Additional Document
Pool Addenda Additional Document

Notice to Vacate Additional Document

Roommate Rider Additional Document

Partial Pay CC Agreement Additional Document

Review the information and click Send. This will send the document to the resident portal they will all
sign and the manager will countersign.

0 Select e Who is signing? o Preview & Send

Review the document and then click Send to send it to the recipients.

3adefc76-27b1-4354-998a-d01caa76738b

RESIDENCY RIDER AGREEMENT

This document dated 12/12/2024 is incorporate into and shall become a part of that certain Residency Agreement by and between
Timbercreek East Townhomes as agent for owner and Resident(s) Deshawn Rooney and TEST TEST for lease term beginning
07/1612024 and ending 09/15/2025 for premises described as: 1700 SE Timbercreek Court.

Any of the following covenants initialed by the parties opposite of respective covenant shall become a part of and incorporated in said
Residency Agreement as though fully set forth therein. In the event of any conflict, inconsistency o incongruity between the covenants
initialed and hereinafter and any of the provisions of said Residency Agreement, the initialed covenants hereinafter set forth shall
govern. All other terms, covenants, and conditions of the said Residency Agreement shall remain in full force and effect.

[X].COVENANT |. ADDITION OF RESIDENTS:

The following person(s) herewith agree to become a tenant under the terms of the above described Residency Agreement and agree
to be bound by all covenants, terms, and conditions thereof effective 12/12/2024. The tenants shall pay all rent for the remaining part of
the term of the Residency Agreement payable in monthly installments of Currency.

[.COVENANT II. DELETION OF RESIDENTS:

is hereby deleted from the above described Residency Agreement effective , and the said T0895648, remaining resident(s) is
only responsible under the terms, conditions, and covenants of the Residency Agreement to said effective date. Responsibiliy for the
balance of the Agreement shall remain solely in the name(s) of T0895645 who shall pay as rent for the remaining term of the
Agreement payable in monthly instaliments of in advance. The SECURITY DEPOSIT remains in the possession of T0895645
and relinquishes all rights to said securily deposit and is herewith the absolved of all responsibiity to above named Agreement

Ereicds m
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Unit Transfer Policy

Resident must be in good standing with First Pacific Group and have resided for
6 months in their apartment before they are eligible for transfer. No late pays
or lease violations within the last 6 months. Resident must be current with their
rent payment with no past due balance.

A 30-DAY WRITTEN NOTICE IS REQUIRED. This notice must be received
no later than the first day of the month. All Lease Holders must sign
both the Notice and Transfer Form.

A $500 Transfer fee must be paid if current lease will not expire by
. transfer date. Transfer fee must be paid in the form of certified funds
(Debt/CC card or WIPS) and is due when notice to vacate is provided.

‘ The Administrative fee is waived on transfers.

If all leaseholders are remaining the same and have met the First Pacific Criteria at
the time of move in a new application will not be required. A new deposit equal to

’ the same amount of the existing deposit will be required to secure the new
apartment. Current proof of income will be required from each lease holder and
must meet the income requirement of 3 times the rental amount.

Residents must qualify under First Pacific criteria. If there is any change in lease
holders all lease holders must apply online and pay the application fee per applicant
‘ to be screened by First Pacific. Rental Criteria will be based on the evaluation of all
Lease Holders entering into the new lease agreement. Deposit required will be
based on the risk factor per the criteria and must be paid within 24 hours of
determination. Current proof of income is required from all Lease Holders.
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Unit Transfer Policy

Once approved the required utility companies need to be contacted to transfer
service from your existing apartment to your new apartment. Service for the
new apartment shall be on the day of move in.

An inspection of the apartment must be scheduled at the time of request and
performed within 3 days of the notice to vacate. All damage or additional fees must
be paid with certified funds prior to transferring. If a balance is owed due to move
out charges these charges will be transferred to the new apartment and must be
paid with the next rental period. Failure to pay in full can result in eviction.

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 residents
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. This change ONLY affects the workflow on entering a transfer in the
system. Instructions sent in email.

Residents will pick up keys on a Friday and their new lease will take effect that
day. They will be set up as a Transfer within Yardi and the move out date will be
set for Sunday (i.e. pick up keys and lease effective 12/13/24, Move out set for
12/15/24). Keys must be turned in by 9am on Monday (i.e. 12/16/24) and moved
out of Yardi effective Sunday (i.e. 12/15/24). If keys are not turned in first thing
Monday morning adjust the move out date to Monday and they will be
responsible for that day of rent.
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Unit Transfer Policy

Yardi will auto credit for 2 days (move out date
and move in date). When calculating their rent for
the month (pro-in and pro-out) credit 2 days so
totals match and then no manual adjustments
need to be.

Resident is required to pay the total due for both apartments for
the entire month. On their portal they will pay their pro-out on their
current account and the balance due for their new apartment by
the time rent is due. Please note the resident will have 2 accounts
on the portal - they use the same login for both. Inform the
resident prior to the 1st of the month they are transferring so they
are aware they MUST pay the total due for both apartments in
order to transfer.
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Unit Transfer Policy

NEW RENT

NEW DEPOSIT 3 LEASE TERM:

FIRST PACIFIC GROUFE, INC

TRANSFER POLICIES AND GUIDELINES

Resident must be in good standing with First Pacific Group and have resided for 6 months in their apartment before they
are eligible for transfer. No late pays or lease violations within the last 6 months. Resident must be current with their rent
payment with no past due balance.

A 30-DAY WRITTEN NOTICE IS REQUIRED. This notice must be received no later than the first day of the month. All Lease
Holders must sign both the Notice and Transfer Form.

A $500 Transfer fee must be paid if current lease will not expire by transfer date. Transfer fee must be paid in the form of
certified funds (Debt/CC card or WIPS) and is due when notice to vacate is provided.

The Administrative fee is waived on transfers.

If all lease holders are remaining the same and have met the First Pacific Criteria at the time of move in a new application
will not be required. A new deposit equal to the same amount of the existing deposit will be required to secure the new
apartment. Current proof of income will be required from each lease holder and must meet the income requirement of 3
times the rental amount.

Residents must qualify under First Pacific criteria. If there is any change in lease holders all lease holders must apply online
and pay the application fee per applicant to be screened by First Pacific. Rental Criteria will be based on the evaluation of
all Lease Holders entering into the new lease agreement. Deposit required will be based on the risk factor per the criteria
and must be paid within 24 hours of determination. Current proof of income is required from all Lease Holders.

Once approved the required utility companies need to be contacted to transfer service from your existing apartment to
your new apartment. Service for the new apartment shall be on the day of move in.

An inspection of the apartment must be scheduled at the time of request and performed within 3 days of the notice to
vacate. All damage or additional fees must be paid with certified funds prior to transferring. If a balance is owed due to
move out charges these charges will be transferred to the new apartment and must be paid with the next rental period.
Failure to pay in full can result in eviction.

Current Address Property:

New Address Property:

.- @  ___§G§jGjG} TRANSFER DATE:

RESIDENT

RESIDENT

COMMUNITY MANAGER

INSPECTED BY DATE INSPECTED
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Unit Transfer

The Unit Transfer function will allow you to process all unit transfers when a resident has formally
extended their stay with us in a different unit than the one they currently occupy.

***|MPORTANT NOTE: The only time the Unit Transfer function will be necessary
is if ALL of the residents in one unit are ALL transferring to the new unit on the
same property. If some residents are leaving or new residents being added, the
Unit Transfer function will not be used. All remaining or new residents will
re-register and reserve the new unit via the Online Application process.

Typically the unit transfer procedure flows in the following order :

1. The resident submits a transfer notice to the leasing office.

2. You help the resident determine which unit they will transfer to.

3. You prepare the paperwork for the transfer.

4. You enter the transfer details into CRM following the unit transfer process

e CRM updates the current resident account to a Notice status

e CRM also creates a new resident account with a new tCode with the status of Future
5.  When you give the resident keys to the ‘new’ unit, you will process the Move In function.
6. When the resident gives you keys to their ‘old’ unit, you will complete the Move Out function.

7. Process Deposit Accounting for the ‘old’ unit that the resident moved out of. The balance of
the ‘old’ account will automatically transfer to the new account.

8. Confirm that the ledgers are accurate for both the old unit and the new one.
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Unit Transfer

The first step to processing a transfer is to fill in the transfer form. You can find it under Profile —
Custom tables — Transfer — Fill in info — Click Save.

simon Korec ~

imbercreek E

Iverview

seneral

Manage

Lease Info

Ledger

Bank Accounts

Rentable tems

Roommates
services

Work Orders

Renters Insurance

WIPS

Jocuments

(53] .

Phone

wnhomes (te) ® Unit 1724 & t00:

(Current Resident) &

Profile

Preferred Nome
Simon Korec

0324566

Profile  RentCafe (0/2)  Vehicles Pets

Additional Lease Details ~ NTV ~ Roommate Rider

Transfer Preferences __Transfer Selections____Payment

Custom Tables

Partial Pay CC Authorization

Notes (0)

Deferral Payments Eviction

Reminder ___Payment Plan

Follow-up Type
jan 6. 2025, 8:30 Am Primary

g Former Tenant/Collections Data

Current Property

Current Address

Transfer Date

Current Unit

New Property

New Address

New Monthly Rent

New Monthly Utiity

New Deposit

— . =

After clicking save the resident will need to sign the form via their RentCafe portal. To send it

locate Documents — Add Document— RentCafe E-Sign from Library.

Simon Korec ~

Overview
General

Profile

Manage

Lease Info

Ledger

Bank Accounts

Rentable ftems

Roommates
Services

Work Orders

Renters Insurance

wIPS

Current Resident) %

* Unit1724 * 10088167

Document Tracking

Q
Signature Documents  Upload Documents  Attachments
Document Name & Lease Dates
Lease document Oct 8, 2024 - Oct 7, 2025
Rental Qualifications Oct 8, 2024 - Oct 7, 2025
1
v
0

Type ¢ Status &

Completed v

Other Document Completed +/

Add Documents ~

RentCafe E-Sign Upload

Last Modified & Actions
cgriffin@fpacific.com =
Oct7, 2024 L=
Oct7, 2024 e

Page| 154



@

Unit Transfer .

Select the document, Select who is signing, and Preview and send the document. Review
thoroughly and hit send.

RentCafe E-Sign from Library

° Select a Who is signing?

Library Name Type Select

Animal Addendum Additional Document m

Pool Addenda Additional Document m

Notice to Vacate Additional Document m

Roommate Rider Additional Document m

Partial Pay CC Agreement Additional Document m

Transfer Policy Additional Document |

Pet Addendum Additional Document m
—_—

e Select Q Who is signing? o Preview & Send

Review the document and then click Send to send it to the recipients.

=  10d0b652-13de-419a-ab0c-bféecfbed53b

FIRST PACIFIC GROUP, INC
TRANSFER POLICIES AND GUIDELINES

Resident must be in good standing with First Pacific Group and have resided for 6 months in their apartment
before they are eligible for transfer. No late pays or lease violations within the last 6 months. Resident must
be current with their rent payment with no past due balance.

A 30-DAY WRITTEN NOTICE IS REQUIRED. This notice must be received no later than the first day of the

month. All Lease Holders must sign both the Notice and Transfer Form.

A $500 Transfer fee must be paid if current lease will not expire by transfer date. Transfer fee must be paid in
the form of certified funds (Debit/CC card or WIPS) and is due when notice to vacate is provided.

The Administrative fee is waived on transfers.

If all lease holders are remaining the same and have met the First Pacific Criteria at the time of move in a new
application will not be required. A new deposit equal to the same amount of the existing deposit will be required to
secure the new apartment. Current proof of income will be required from each lease holder and must meet the
income requirement of 3 times the rental amount.

Residents must qualify under First Pacific criteria. If there is any change in lease holders all lease holders must
apply online and pay the application fee per applicant to be screened by First Pacific. Rental Criteria will be based
on the evaluation of all Lease Holders entering into the new lease agreement. Deposit required will be based on

Previous

Once signed and countersigned you can now process the transfer.
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Unit Transfer . .

The info will display as a preview and confirm that you want to Post the Transfer.

Transfer Unit X

v Transfer Unit

Current

* indicates required fields

Property Unit Intended Move-Out Date * Notice of Transfer Date *
Timbercreek East 1724 (Timbercreek Dec 16, 2024 B Dec 16, 2024 ]
Townhomes (te) East Townhomes -

2 bedroom
townhome)

Transfer Reason *

Need More/Less Space -

New Move In

To Property * To Unit * Move In Date *

Timbercreek East Townho.. »* 3 1846 (Timbercreek East T... » Dec 16, 2024 E

New Lease Term

From Date * Term™* To Date *

Dec 16, 2024 ] 12 Dec 15, 2025 3
New Rent
New Rent *

$1,715.00
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Unit Transfer

This will generate a message to let you know that the “Unit transfer was completed successfully”
and will bring you back to the manage to review the transfer. *Note: You will need to CHARGE a
security deposit for the new account.

Choosing Post Transfer will prompt Yardi to do two things:

The account tagged to the existing unit will now be placed on Notice, with a move-out
scheduled for the “Intended Move Out Date” you entered as part of the “Existing Lease
Information”. This account will remain on notice until they turn in keys and are moved out
of the system. Once Moved out, the next step is to complete the Deposit Accounting for
their old account. ***Important Note: Completing deposit accounting will Automatically
transfer any prepaid funds or open charges to the new unit. Deposit accounting DOES
NOT need to be completed prior to processing the Move In for the new unit.

A new account tagged to the new unit will be scheduled for a move-in according to the
“New Move In Date" you entered as part of the “New Lease Information”. When the
resident is issued keys for their new unit, you must process the move-in for their new
account in order to complete the transfer process and transfer any prepaid funds or
open charges. If there was a balance on the previous account (pre-paid or balance
due), it will transfer in bulk to the new account. The ledger description will clearly state
which charges and prepaid balances were transferred from the other unit.
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If you do not finish processing a transfer at one time, you can review the
transfer and resume processing it. For example, a resident might submit a
transfer notice but still needs to decide whether they want to keep their
existing rentable items or reserve new ones. First, you would add the
transfer without selecting new rentable items, then, when the resident
notifies you of their decision, you would review the transfer in order to
select the appropriate rentable items and post the transfer.

You can change the unit to which the resident is transferring, as long as that
unit is at the same property as the unit to which the resident was
transferring.

the transfer at any time before you post the transfer. IMPORTANT NOTE: If
you have posted the transfer and the resident no longer wants to move into
the new unit, you must cancel both the new unit move-in and the old unit
notice.

To Review, Edit or Cancel an unposted transfer, you will navigate to the
residents account in Manage to edit any information. From here you can
Adjust Move in Date, Move In New Unit, Cancel Move In, Move Out or Cancel
Notice.

If you want to change the Unit or edit any of the transfer options, you must
click Finish for all changes to be saved.

' If the resident no longer wants to move into the new unit, you can cancel

Property Agent
Timbercreek East Townhomes (te)

Event Type
Priority 28) Applicants 2 Residents (3)
Y, IE d Calendar Select events m v < Tody >

B Application in Progres: 15

Sun 15 Dec Mon 16 Dec Tue 17 Dec Wed 18 Dec Thu 19 Dec Fri 20 Dec Sat21 Dec

ing/ Evaluation 1 |Move In |Pmper1y Blackout

0% 4

Move O
[
l @ Needs Move In T S0 ST

Person & Property & Dates Next Step

Simon Korec Timbercreek East Townhomes Applied
resident) future Unit: 1846 Move-In: Dec 16, 2024
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CRM IQ Pop ups

Make sure to click Allow anytime a pop up notification pops up. This will allow you to

receive phone calls, texts, see info for updates, etc.

-]

firstpac.elevate.cafe

RM IC @ Connection is secure

Microphone

Automatically blocked

Pop-ups and redirects

Allowed (default)

mpletion

m the pay Reset permissions

Cookies and site data

Site settings

About this page

Learn about its source and topic

=% firstpac.elevate.cafe/crmignet/content2/dashboard/agent

Priority (15

Prospects w
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firstpac.elevate.cafe/crmignet/content2/dashboard/agentdashb

Month.. B8 FGT¢

firstpac.elevate.cafe

Settings

You and Google

Autofill and passwords

Performance

Experimental Al

Appearance

Search engine

Default browser

On startup

Languages

Downloads

Accessibility

System

Reset settings

Extensions (7]

é Connection is secure

Priority (50) @

Microphone
Automatically blocked
lew Leads
Pop-ups and redirects

Allowed (default) ew Conversatio

Complete Follow-

Reset permissions
pdate Tour Resu

Chokies and site data
rospects with N
Site settings

About this page
Learn about its source and topic

firstpac.elevate.cafe

Usage

875 KB - 3 cookies

Location

}  Camera

Microphone

Automatically

Motion sensors.

Notifications

JavaScript

Images

Pop-ups and redirects

Click View Site
Information icons in
the top left-hand
corner of the search
bar and then click site
settings

Although it says
its on Privacy
and security
click it again.

Reset permissions
Ask (default)

Ask (default)

Allow (default)
Ask (default)

Allow (defoult)
Allow (default)

Allow (default)

Block (default)
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Screening Pop Up

(0} Settings

You and Google
Autofill and passwords
Privacy and security
Performance
Experimental Al
Appearance

Search engine

Default browser

On startup

[P
Downloads
Accessibility
System

Reset settings

\',:) Settings

G  You and Google

Appearance
Search engine
Default browser

On startup

Languages
Downloads

Accessibility

About Chrome

It should look like this and then
click Site Settings

Q_ Search settings

Safety Check

the safest settings
Go to Safety Check

hing needs yc

Privacy and security

Delete browsing data

kies, cache, and more

Privacy Guide

view key privacy urity control

Third-party cookies

Third-party coo

Ad privacy

stomize the info

Security
Safe Br f P es) and othe

Site settings

Controls what information sites can use location, > s, and more

Scroll down to
Pop-ups and
redirects

Microphone

can ask to use your microphone

Notifications

Embedded content

Sites can ask to use info they've s

Additional permissions

Content

Third-party cookies

Third-party cookies are blocked in Incognito mode:

Javascript

Images

Pop-ups and redirects
S S =

Additional content settings

Automatically remove permissions from unused sites

protect your data, let Chrome remov

P

tificatio
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Screening Pop Up

Under Allowed to send pop-ups and use redirects click Add

@ Settings

You and Google & Pop-ups and redirects Search
o Autofill and passwords
Sites might send pop-ups t you may not want to visi
Privacy and security
Default behavior
Performance
Experimental Al

| Sites can send pop-ups and use redirects
Appearance

- 3 Don't allow sites to send pop-ups or use redirects
Search engine = : POPAYS
Default browser

On startup

Languages
Downloads
Accessibility
System

Reset settings

Paste this link into the box and click add. Link: login.vardiresidentscreening.com

Add a site

Site

login.yardiresidentscreening.com

Cancel

Once done exit out of it and you'll be able to review the screening.
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Resident Shield Renters
Insurance

Resident Shield Renters Insurance is an option set up through Yardi for the all properties but
only MO, SC, and SS are required to have renter’s insurance it at this time. If your property
requires renters insurance it must be entered prior to posting the move-in. If not added it will
not let you post the move-in. If not required residents can add on their portal after being
moved in.

Electronic Signature

Congratulations!

After you (and your roommates) have completed the online electronic signature process (ySignature), the leasing staff at the property will countersign
the lease and notify you when the lease has been fully executed.

Lease Document Kb rctest  (Primary) v Completed

Renters Insurance Requirement

Renter's insurance is required to reside at this community, and you must provide proof of insurance to the management office. You can procure renter’s
f your choice or for your convenience you can click the Resident Shield link below to compare policy coverage and pricing
. We have selected Resident Shield as our preferred provider and by purchasing your policy through them your account will be

insurance from a provide
options from our wet

updated automatically, saving you time and effort.
If you do not provide proof of insurance from another insurance company, a liability only policy will be purchased on your behalf by Cabebe's Place. You

will be charged $600.00 per month and you can pay for the coverage in your rent payment.

Get your FREE online renters insurance quote

If they have a 3rd party policy (and AFTER the lease has been countersigned), they can log into
RentCafé - Resident Portal and then upload an image of their Insurance policy.

# PAYMENTS LEASE ~

INSURANCE

</ -

BULLETIN BOARD
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Resident Shield Renters
Insurance

In CRM IQ you can add insurance policy information on the residents account. Once on the
account go to Services — Renters Insurance

Home / Search / Simon Korec / Timbercreek East Townhomes (te)

Jan 6.2025,8:30 A Primary

Simon Korec ~ (CurrentResident) & o Follow-up Type

Timbercreek East Townhomes (te) ® Unit 1724

Overview
Renters Insurance

Q search. o Policies

Work *ders
Insyred 2 = Policy Tile & Policy Number & Liability Amount & Policy Effective & Date Expired & Date Cancelled & Date Reinstated & Actions &
Renters Insurance

General

T Simon Korec - 10088167 State Farm  Renters Insurance 25-P3-0449-4 $100,000.00 Oct8, 2024 0Oct8, 2025 4

Documents

Once clicking Create New Policy you will fill in all the required fields.

New Renters Insurance Policy Information X

* indicates required fields

Name
Simon Korec - t0088167 v
Insurer * Policy Begins *
5]
Policy Title Policy Ends *
Policy Number * Policy Cancelled
2]
Liability Amount * Reinstate
Notes
D Renewal
D Satisfies Move-in Requirement
y D Property is Interested Party
Legal Liability
[] Pet Endorsement
Unlisted Additional Insured
Q search

Cancel ﬂ
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Troubleshooting

Workflow

At times, you will encounter issues with the systems. We have created a Troubleshooting
Workflow to help alleviate duplicate requests and user errors as well as prevent time delays in
handling known issues.

Your Community Manager should be the first line of troubleshooting for any questions or issues
that come up. Email your Community Manager directly to assist in resolving any questions,
concerns or issues you come across using Voyager, CRM 1Q or Site Manager. If your Community
Manager is not able to resolve, they will reach out to their Regional Manager for support in
further troubleshooting. If the issue is still not able to be resolved, the Community Manager will
forward the issue to Yardi Support listing out all steps they have taken to try to resolve the issue.
Yardi Support will work directly with the Community Manager to handle the issue and then the
Community Manager will be responsible for training the rest of the team on what caused the
issue or what is needed to prevent it from happening again.

This Workflow will assist the Community Manager become familiar and help train their team
members on all questions and issues that might come up throughout the leasing process.

Troubleshooting
Workflow

LEASING

MANAGER

AREA/ AREA/
REGIONAL REGIONAL

YARDI
SUPPORT

|
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Yardi Support

Email Template

In an attempt to expedite any Yardi Issues and to minimize the back and forth required to help
troubleshoot, we have created a template to utilize when emailing an issue or request over to
Yardi Support. The template below is required to be used for each request submitted. Please
copy and paste it into the body of your email and fill in the responses to each bolded item with as
much detail as and send your Email Request to: YardiSupport@fpacific.com.

Subject Line : should be formatted as Property Code-Unit #-Resident Name-Brief description of
Issue (Ex: CB-0101-Smith-Can't log into portal) If request is Urgent, please indicate in the subject
line as well.

Property

e Unit #: (Must be exactly as it is searched in Yardi. Do not add extra dashes or leave off
building numbers. Ex: AR 39122A is not 3912-2A and EB 01-2750S is not 27508S)

e Primary Resident / Prospect Name:

e Prospect / Resident Status: (Guest, Applied, Approved, Future, Current, Notice, Past)

e Issue: (including steps that might have caused or lead up to the issue)

e Have you referenced the Leasing and/or Manager Training Guides?

e Troubleshooting steps already attempted: (Ex: referenced past emails for similar
issue, cleared cookies/cache, reset portal password, referenced manual, discussed
with manager, etc.)

e Is this happening for any other employees re-creating issue?

e Is this happening for more than one resident / unit? If so, list others.

e Screen shots: (Must be of entire browser window set to Original Size if in Gmail)
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CRM IQ Live Agent

Support

If you're having issues in CRM IQ you can first reach out to Live Agent Support within the
Program. All you need to do is click the Chat button in the right hand corner of any screen you're
in. Once the Window opens you will be able to chat with a Live Yardi Representative that usually
replies within 5 minutes. At first you will chat with a Bot to get you to the correct department and
then a live agent will join and assist. If Yardi is unable to resolve immediately submit a Yardi
Support Ticket for possible resolution.

It's important to have screenshots for any issue / error message.

We typically reply in under 5 minutes

HI Haley w Ask us anything, or share your feedback.
How can we help?

Hello Haley! Thank you for reaching
out to us today. Let's get you

Search for help Q
connected with the right team. Who
would you like to speak with?
Chac with uas > Bot - Just now.

We typically reply in under 5 minutes

Training Webinars 2

Prospect & Tours Applicant Resident

a a @ Communication Update Request

Home Messages Help
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Ring Central

To use RingCentral first log in using your FP email and password.
Once logged in your screen will look like this.

fpacific

- @ Mentions * Haley Cornish (me)

Message

= M Bookmarks Pinned Files Images
Video
SHOW UNREAD

Phone
W FAVORITES ~

7 T

2 DIRECT MESSAGES + A
Contacts

Brandon Bender
More

Aaron Matthews
Krystin Brown No pins yet
This is a great place for having an internal monologue or posting your

"notes to self".
Sarah Young appear here so that you can

Stephanie Hutchison Pin information and it will

e o o o o

Lindsay Ringle reference it later.

o C Share afile ) < Create a task > ( Add an app >
Apps 32 TEAMS s oA

Team fpacific

Settings > =
o A2 O K © B B
3

Resource Message

Center
W3 New folder

You then click Video on the left-hand corner. Once there you can Start, Schedule,
or Join a call.

To Start a new meeting click Start and your meeting will instantly begin.

(@) RingCentral - Video - Meetings )
File Edit View Help

fpaciﬁc Q Search

¢ VIDEO MEETINGS + oA . .
@ Meetlngs Show meetings: From my calendar v
e
Video © RECORDINGS ~
+1 o>
Cloud recordings - E :l
Phone
B Local recordings Start Schedule Join
Fax
@ Your personal meetingID: 716-732-1071 (O ] }
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Ring Central

Once your meeting begins your screen will appear like this.

LS
AL I I

LR OLUIP, 1 NC.

When click mute you can then select how you'd like to hear the audio.

PIRS T
PALIEIC
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Ring Central

When you select switch to phone audio this screen will appear and give you the phone number to
call into, the meeting ID, and Participant ID. Make sure to always enter your participant ID.

Phone Call Computer Audio - Connected

Country/Region United States of America

Dial +1 (720) 902 7700
+1 (213) 250 5700
+1 (346) 980 4201
+1 (623) 404 9000
+1 (650) 242 4929

Meeting 1D 146 536 4421
Participant 1D 336948

To quickly invite someone to a meeting click the arrow on participants and click invite.

ol @
N a2’

Security Participants

A new screen will populate then click Copy Invite Link and paste it in your email to send.

=)
==
Choose your email service to send invitation
O : oS
Default Email Gmail Yahoo Mail
| Copy Invite Link || Copy Invitation
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Ring Central

To schedule a meeting, you'll click video then schedule.

@ RingCent
File Edit View Help

fpacific
(@ Mentions
P Bookmarks
SHOW UNREAD

# FAVORITES

2 DIRECT MESSAGES
® Brandon Bender
SIS ® Aaron Matthews
® Krystin Brown
® Stephanie Hutchison
® Sarah Young
® Lindsay Ringle
Apps 22 TEAMS + A~
Team fpacific

Settings

Resource
Center

@3 New folder

® Haley Cornish (me)

This is a great place for having an internal monologue or posting your

"notes to self".

Pinned Files Images

No pins yet

Pin information and it will
appear here so that you can
reference it later.

( Share afile > ( Create a task ) ( Add an app )

e © K © 8 B 8

Message

file Edit View Help

fpacific Q Search
¢ VIDEO MEETINGS + A
ol

© RECORDINGS ~

Cloud recordings

Local recordings

Meetings

Start

B

Schedule

Your personal meeting ID: 7

Show meetings: From my calendar v

2]

Join

)
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Ring Central

Name your meeting then select the date, time and duration. Make sure all the
boxes make the screenshot below then click schedule.

Schedule a meeting

Meeting title

Leasing Training Guide

Date Time Duration Time zone

6/2/2022 5  10:00AM @ 1hr =« (UTC-06:00) ...

Recurring meeting O
Schedule using @ Meeting info -

Meeting settings

Use Personal Meeting ID 716-732-1071 O

Require password ]

Participants can only join after me
Open waiting room ]
Advanced settings =

Turn off camera for participants

8 Q[

Turn off camera for host when joining meeting

Mute participants on entry

Only signed-in users can join -
Record meeting automatically Off -
Select meeting audio for participants @ Telephone and Internet... =

Select dial-in numbers Al ol £30) e

United States €
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Ring Central

A new screen will populate then you'll click Copy Invitation.

Your meeting has been scheduled
Meeting invitation
Hi there,
Haley Cornish is inviting you to a scheduled RingCentral meeting.

Topic: Leasing Training Guide
Time: Jun 2, 2022 10:00 AM Central Time (US and Canada)

Join from PC. Mac, Linux, iOS or Android: https://meetings.ringcentral.com/j/1454
835720
For the best audio experience, please use computer audio.

Or iPhone one-tap :

US: +1(312)2630281.,,1454835720#
+1(470)8622200.,1454835720# (US East)
+1(646)3573664.,,1454835720#
+1(773)2319226..1454835720# (US North)
+1(213)2505700..1454835720#

Close [ Download .ics ] Copy invitation

>

Leasing Training Guide

Event Out of office Task Reminder

) Wednesday, June 8 — Wednesday, June 8 Add time

Does not repeat

Find a time
= S You then go to your
o T Google Calendar click the
&/

#adsavetion date your meeting is

B 7 U ES scheduled for and create
an event for it. Add the
time and guest. Once you

Il
i
i
(]

Hi there,

Haley Cornish is inviting you to a scheduled RingCentral
meeting.

Topic: Leasing Training Guide
Time: Jun 2, 2022 10:00 AM Central Time (US and

ke click save it will send the
Join fi PC, M B , 10S Android: . H .

o s ol e A s y0 invite to all guest with the
For the best audio experience, please use computer

audio.

meeting info.
Or iPhone one-tap : g
US: +1(312)2630281,,1454835720#
+1(470)8692200,,1454835720# (US East)
+1(646)3573664,,1454835720#
+1(773)2319226,,1454835720# (US North)
+1(213)2505700,,1454835720#
+1(346)9804201,,1454835720#
+1(469)4450100,,1454835720# (US South)
+1(623)4049000,,1454835720% (US West)

Mogeioptions m
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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.

L Drive Q Search in Drive
-+ New Home
Catch all folder: Suggested ( <« Files £ Folders )
don't use much 9< M Home D g9 3

0 Activity
= Name
o Workspaces
Company files that =
you can organize,
not automatically { @ my Drive
shared with anyone
else Shared drives

List of equipment

20240403210712_001.pdf ==

W

Main folder that Site AR
you'll use for all
company files. This
one replaces the

current Server files. :

C Shared with me
Individual files NOT/

in the Shared Drive
that someone
shares with you.

20240402220616_001.pdf ==

9
ES
@
[
(9]

HC Office Equipment Log 05-21-20.xI

o

20240403014820_0O01.pdf ==

Recent

Starred 20240403014630_001.pdf ==

Spam

20240403015620_0O01.pdf =
Trash

20240403020143_0O01.pdf ==

v

Storage

:DE0 %0
B B BB BB A A

4 MB used

20240403015835_001.pdf =
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Google Drive How-To’s

Google Drive File Collaboration /

Google Drive File Collaboration

*All file changes are automatically saved in real time so no need to save as you

go. However, when editing PDF files (in the Web version) you need to click “save”.
*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.

L Drive Q Search in Drive
Basic search

cfe How Site SC ~

4 groups - 1 person

Click for Advanced -
Search @ Home
0 Activity Type ~ || People ~ || Modified ~ |
o Workspaces
Name 1 Last mo... v
TG »[@) My Drive
ICKIIDICSL M am —>®foﬁcics—rraining~Manua|s May 30, 2019
section to drill = Shared drives
down. =
or, click the down »B site AR B _Scanned Documents Mar 12, 2024
arrow in left column -
to drill down. -E sitesc
B3 Accounting Mar 2, 2024
_Policies-Trainin...
» @ |Inventory She. BB Lease Documents Jul 29, 2016
» B8 Office Equipm..
BB Legal May 4, 2016
» 8 Training Mater
B _Scanned Docu... BB Maintenance Aug 25, 2015
B Accounting
BB Marketing Nov 13, 2023
B8 Lease Documents
B Legal B8 Office Forms Mar 2, 2024
B Maintenance
BB rhotos Dec 30, 2015
» @@ Marketing
» B Office Forms BB Resident Documents Mar 1, 2023
B8 Photos
BB Special Projects May 28, 2015
B8 Resident Docum...
B8 Special Projects BB Vendors Aug 10, 2016
B8 Vendors
BB Weekly Reports Oct 19, 2015
]
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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.

tNew (B[O Qv Qv Y% ¢8 8 8| 92< @ Edtinbaint B v
L Drive Q  Searchin Drive = @ © # |- e
+ New = > Marketing Materials > Logo ~ vz =)o ()

@ Home X 1selected :
Qs Name Last mo... - File size § @

oo Worksp:

M HC Silver Gray Logo 1.png Apr 26,2021 118 KB o
L3

M  Hidden Creek Logo.png Jan 29, 2021 41KB

» @ _Policies-Trainin.

»@8 _Scanned Docu...

‘B Acc D Make a copy
» @@ Lease Documents &+ st

@ Legal B Organize

» @@ Maintenance ® i

» @@ Marketing

» B Office F

»@@ Photos
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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.

*Be very cautious when sharing documents outside of First Pacific and
only share with trusted parties.

*Sharing a document with someone outside of First Pacific only gives
access to that document and no others in the folder.
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Google Drive How-To’s

Email a Google Drive Document
*Create a new email in Gmail
*At the bottom of the email click the icon O

*Select whether you want to send =< a link ar an attarhmant in tha hnttom
Insert as = (&) Drive link [ Attachment

right corner of the page

*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.
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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 to 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 or create a tech
ticket.

Page|179


mailto:ameyers@fpacific.com

Please contact Haley Cornish
at anytime if something
should be added or changed.
hcornish@fpacific.com
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