Tenant Education Memo

A detailed “How To”” document that will walk you through your
Electronic Tenant® Portal, Tenant Center and included Applications.
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Electronic Tenant® Portal

An invaluable web-based, desktop and mobile, informational hub providing 24 / 7 access to any
and all information needed by tenants and others associated with the property.

Desktop - Mobile - 3rd-Party Integration - Special Purpose

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary
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Electronic Tenant® Portal
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Desktop View

Overview

The Electronic Tenant® Portal is a comprehensive overview of important building information
relating to operations, security, services, amenities, policies and procedures, and important

emergency procedures.

ElectronicTenant.com
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Confidential & Proprietary

Electronic
Tenant’
Solutions

Quick Links

Bookmark Your Portal

Quick Links appear on every
page to provide you with
single-click access to important
information, documents and
services most frequently used.

Please bookmark your Electronic Tenant® Portal and review it

frequently as it is regularly updated.
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P Communications
Electronic Tenant® Portal

Tenant Registration
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How Tenants Register from the Portal

1. Click the Register button located on your
Electronic Tenant® Portal.

2. Read and accept the terms of the user tenant
disclaimer, waiver and release of liability.

Electronic
Tenant®
Solutions

Register

A "register” button provides tenants the
ability to create a unique login to allow
for updating contact information and
notification preferences so they can be
informed of local and/or building events
as well extenuating circumstances that
may affect their daily work routine.

3. Complete the new account form and select
submit.

4. Management will contact you via e-mail with a
confirmation of your new account request.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary ¥ in N
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Communications
Instant Alert

The Instant Alert Application™ allows for an effective and efficient way for property managers to
keep tenants aware and prepared for changing circumstances in the property.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary


mailto:info@ElectronicTenant.com

Communications
A" | |nstant Alert

Electronic
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Solutions

Banner Alerts

Color-coded messages appear on all
pages of the property portal every time
Management creates a new alert.

Colors reflect levels of importance or
urgency. It is always recommended to
frequent the portal site to see if any new
alerts have been added.

Overview

Emergency Message Test and Drill

This message is being delivered to test the Instant Alert Emergency Notification System. Emergency Instant Alert Messages will display on the Electronic
Tenant Portal at hitp//ibppropadies info. You will also receive an email and a text message to your mobile device informing you of a bullding emergancy.

Please contact the management office should you have any questions.

Road Closure
Main Street is dosed until Friday due to a water break.

I

Alert axpiros on Fesruary 18, 2015 at 1169 PV]
Emergency Training
Pleasa designate at least two people per office to be emergency personnel in the chance an emergency arises. These people should be fully capable of

understanding and performing the required tasks. Please report fo the lobby at 3 pm on 4/6/13 for training.

The Instant Alert Application allows management to deliver important announcements and information in 3 ways:

Color-coded banner at the top of each page of your Electronic Tenant® Portal (see above)

Email capability

Text message capability. Please ensure Management has your mobile number on file so you can be kept apprised of extenuating circumstances when email and/or

the portal cannot be accessed.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary L 4


mailto:info@ElectronicTenant.com

< IA

Instant Alert

® 00 {20 subject)
O EC R W - I B AR
Property Announcement

s O'wed
s £ 0Nl

lower

@ vergat

14 Bos

Garage Closure: Due to a burst pipe in the second level of the
garage parking on levels 2, 3, and 4 will be closed. Parking will
be severely restricted and limited until tomorrow, March 14.

Property Management Office
1234 31st Street, NW

Property Portal: www. 1234thirtyfirst.info

Email and Text Message Alerts

Garage closure: Due to a
burst pipe In the second
level of the garage parking
on levels two, three and
four will be closed. Parking
will be severely restricted
and limted until tomorrow,
March 14,

Text Message View when
sent to your mobile phone

Electronic
Tenant®
Solutions

Building Alerts

0 Garage Closure
Dt 30 @ Durst pipe in the Secdr
brvel g 1 Pk o
» 14 3

HIGH

March Energy Tip of the Noath

March Geeen Tip of the Month

Alert Display through the
Mobile Property
Application

If your property uses the Instant Alert Application, and you have entered your email and mobile information, you will receive alerts from the Management

team - examples of email and text message alerts are shown here.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com


mailto:info@ElectronicTenant.com
http://www.1234thirtyfirst.info

Tenant Center

# Available on the ‘ Get it on
S App Store } Google play

The Tenant Center is a secure area that allows access to the interactive Electronic Tenant
Solutions applications in place at the property.

-View and Manage Contact Information - Take Advantage of Available Amenities
- Sign up for Notifications - Learn More about Affinity/Reward Programs
- Receive Emergency Alerts - Customize Notifications

- Submit and Manage Work Orders,

ElectronicTenant.com

Certificate of Insurance and Reservations

- (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com

in
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Electronic

ETS : !
Tenant Center: Access Tonant”

Desktop and Mobile App Access - URL: http://tenanthandbooks.com/tenant.cfm?bid=1079

Simply type in your building’s Tenant Center URL above into your web browser on your desktop or mobile phone. URLs can also be accessed via your

Electronic Tenant Portal and via Tenant Center Login emails sent from your management team.

Please Login to the Tenant Center
Username Password m

Electronic Tenant Solutions

Tenant Center

Username X l
First time logging in? Simply Mobile: Download the @

click on the Request Account Password X App to your Home

link and enter the required Screen! After logging

submit. Property Fomeot your ueemams or passwond? the steps to add the

fields of information and click in, remember to follow

Roguost Account

Management will review and new app to your home

respond the request with the screen for easy access!

steps needed to complete

registration.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com ¥ in N
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Tenant Center: Home Screen Tenant”

Solutions

Need Help? Simply click on the Help icon to access a detailed
0 el step by step help tutorials.

Please be aware of the winter $torm warning in effect untd 11PM
LOW '

@ Regquest Service
& Video Training &
n Your Account y) T : * Service Requests
esting | Actve Roguests
sia indarmation ia nead & " m View and Take Fire & Life Salety Submit an Eleclronic Service Yo '
This information is used 1o auto-fill & 3 You have 1 new insight(s) e —
e ' R ast training videos and tests neqguest Form 10 the management v
Al o ~ , available
( J and easy Oflice & Company Requests
i Avallable Tests/Videos { Available Insights
0 Request Service
Q Your Account Information
® Your Requests

o Your Notification Settings

Home Screen Details

Desktop: The Home Screen provides custom tab selections within drop down menus, external link tabs, application display boxes
along with alerts and messages. New Messages will be highlighted on the Home Screen with a link to the Messages section. The!

Application Display Boxes utilize single-click navigation and allow direct access to specific functions within each application.

Mobile: The Home Screen provides easy access to place a new work order and review and manage active work orders. Links will be
provided to view the property’s Electronic Tenant Portal as well as review and update account details. If a new message has been

added notifications will be marked by red icons. Clicking directly on these icons will bring you to the details of the messages.
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Tenant Center: Your Account Tenant

Solutions

ETS

Update Contact Information and Keep in the Know!

The Tenant Center allows access to update Account Information, as well as Notification Settings, which will help manage your communication preferences.
Click the links from the home screen, to update your information or notification preferences. Remember to include your mobile phone number! In an
emergency situation management will be able to alert you with a text message. Under Notification Preferences, choose what you want to hear about by opting
into groups such as Tenant Events and Wellness.

¢ Contact Information ¢ Edit Notifications
Beyn Jerome
Locrone Tenart Soltors
Leromoeector Clonart com
FistName * | Jason Manage Notifications
Last Name * Lawrence
User will receive Building Calendar |
Company * Cafe Creme User will receive Email Notifications
Job Title Chief Engineer Instant Alert Notification Level Prefe
Receive High Alert notifications
oo . Receive Medium Alert notifications
Receive Low Alert notifications
Suite 3
User Ph Upload
RIE = Green Team
© Upicad a photo of your user, 5mb maximum file sze, JPG and JPEG images only. Square photos work best DQSCfiptiOﬂ: Clean Up around the bUlldlng = Monthty
Lease ID o o
Group Subscriptions

Depending on the applications available at your building, subscriptions
groups are a great way to stay informed on events, building initiatives,
scheduled building maintenance and/or emergency messages.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com ¥ in N
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Messages 99

View New Messages View Read Messages

Your Messages: Viewing "New" Messages - Found 99 Messages

Viewing New Messages | View Read Messages Mark All Messages as Read

<Back 123456789 10 Next >
(Displaying 1 to 10 of 99 Records)

Your Password Reset Request

Electronic Tenant Solutions login information for jlawrence @ ElectronicTenant.com
View More

& Roguest Service
| Actve Reguests
Low ALERT for JBP Properties: Test

m Your Roguests

= Company Rogquests

Low Alert for JBP Properties test For additional information visit: http://www.j ... View More

View New Messages

B Message Center

Desktop: Upon logging in, if you have new messages associated with group subscriptions and/or requests placed into
the applications you will be a alerted by a circle next to the messages tab noting how many new messages you have. L Accourt Detals

Mobile: On the Home Screen, notifications of a new message will display as a red icon in the top right hand corner as
well as in the Message Center. Simply click on the icon to access the most recent message.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com ¥ in N
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I Electronic Tenant Solutions | Rjyergate Tower Tenant Center

Electronic

Tenant Center: Customize Your Home Screen Tenant”

Solutions

Jason Lawrence v I

+ Add All

+ Add External Link
+ Add Current Page

Add External Link

Tab Title * ePay

External Link: https://epay.info/login

Open in an external browser window
© Openin atab

SUBMIT

ePay

Access to Third Party Sites

- Remove All

TABS

Check your balance

Just enter your wallet address to begin earming
No registration needed

Your Coin Address, Username or E-mall address

Check address stats

Forgot your secured account password?

Adding an external link tab in the Tenant Center allows users to bookmark frequently used third party websites , like log in
pages for rental payments, or service requests, without having to leave the TC homepage.

Add an External Link

Keeping all third party URLs in one place just got easier in the Tenant Center. Simply click the + tab drop down and select Add External Link. A pop up box
prompting a tab title and the URL address appears. Enter the information and click submit. A new tab is then added to the menu bar with quick links to

your external page.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com
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Operations
Service & Maintenance Request

The Service & Maintenance Request Application™ allows tenants to submit and manage service
and maintenance requests in mobile and desktop environments. All requests are immediately
delivered to management for review and action.

- Secure On-Line Request Form -Billable Tracking
- Comprehensive Request Management - On-Line and Email Status Updates

- Finite Request Tracking

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary
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Operations
Service and Maintenance Request

P
Contact Information

Request Service Q) Conact miormalion 15 SAe-80d Basod 0f the WormdLon &
JBP Properties

Date: Apeil 14, 2017

On your desktop or mobile app,

Yenant Name

lascn Lamrence

use one of these options to add or

review existing service requests.

Tenamt Company
Ca'e Cro~e

Teaant Suite/Flaor

enance Request Detalls

* Service Request

Submit an Electronic Service

Request Form to the
management Office. oo

p et Reps s

& Request Service

® Your Requests I

g Servae

Hor Sarviems

Wndow Washing

SUSMIT REQUEST

e "ot

Db e et 00 piiswoefh CRGE TR B0 WPGIE yOur VIMTRARONA

Yernst Telephane

202.342.70%0

Tonast B

Sem-sriel Cutrmme Torart s

fed by ™e Maragemert Tea™ defore your reguest a processed

Mtach Fie To Reguest

Chocas Fie  no e sslecies

0 (Swb macimum e u2e.) 1

Electronic
Tenant®
Solutions

& Roguest Service

Active Requosts

Your Roguosts

Company Roquests

B Message Center

3

Accourt Detals

Notifcaton Prafenences
Beyn Jerome

Overview

Access

Your Electronic Tenant® Portal features a comprehensive Service

Request Application™. This application allows you to submit, track and

manage your service and maintenance requests on both desktop and
mobile devices.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com

Once you've entered the Tenant Center, the Service Request Application™ is
accessed from the home screen - either directly from the application display box or

from the dropdown menu.
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Operations Electronic

SR | Service and Maintenance Request I;%?St':;ns

Contact Information CO ntact Information

0 Contact information is auto-filled based on the information associated with individual usernames and passwords. Clck here 10 update your information.
Your contact information is auto-filled based on the

JBP Properties information associated with your account.

Date: January 29, 2015

Tenant Name

Joha Smzh
Yenant Company Tenant Telephone
Amarican tagle 213.312.5470
Tenant Suite/Floor Yenant Email
2100 yehnimdrSerrail.com
) Please note that some reguests may incw charpes. v
these instances, you will be notifed by the
Maragement Team Defore your Nquest & protessed
M enance Req 3t Details
e th me Q may In ha ese In “ b f by th
r T ain 2 edule of 1 pea tac cB Mana Y or
Choose Service Type * Required Location * Required

* Required Felds

AC Cold

Details

Request Description * Required
Access Cards h

Simply click the circle, or choose from

Window Washing the drop down menu the service type

you are requesting.
After-Hours HVAC

Enter the location and a brief

Cold Gl description relating to the request.

Please enter any and all information 1
Hot Call . . .

that will assist management in

. R ) (SMB Maxirmum Flle Sze)
S locating and addressing the request.
Attach File To Request Attach 1 file up to S5SMB.
Pest Control
Choose File | no file selected

o 0 (Smb maximum file size.)
Lighting
Cleaning

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Y in N
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Operations
g SR | Service and Maintenance Request

Service Requests

Request Service  Your Requests

Electronic
Tenant®
Solutions

Use the drop down list below to view the status your Electronic Tenant® Service Requests each month,

Choose Date: [ ChooseOne %) | 2015 | Go

Your Service Requests for February 2015

ID Date Added Date Updated Company Contact Service
February 2, 2015 February 2, 2015 - John Smith Snow Removal

1441974 12.41 PM 12:41 PM American Eagle Yonant Admin Location: 2100
February 2, 2015 February 2, 2015 x John Smith Access Card: Lost

1441970 12:39 PM 12:39 PM American Eagle Tonan Acenin Location: 2100

| Download CSV File

Check Status

You may check the status of your service request from the Tenant Center at any time. Once logged in to the
Tenant Center, either access your previously submitted requests via the home screen dropdown menu or via
the “Your Requests” or “Active Requests” link. Upon entering, current service requests will appear in
chronological order with the most recent request at the top. Use the Choose Date option to select a different
month on the desktop or use the filter and sort options in the mobile app to search any additional requests.

Request Details Download Requests

- The summary provides various details about - To download a .csv file of your requests, click
the request including ID number, date and the “"Download .CSV File” link.
time of submission and last update, - The .csv file will download in a new window.

company and contact, service type and
status. To view the Service Request details
click on the text in any of the linked columns.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com

AC Cold: Open
Updasted: Jan 25 2017 at 4 40 PM

Recycling: In Progress
Updated: Aug 25 2016 at 1252 PM

AC Very Hot hot: Open
Updatoed: Feb 10 2017 at 251 PM

Snow Removal: Open
Updated: Feb 10 2016 at 4 34 PM

Equipment Repair: Open
Updated: Feb 10 2016 at 131 PM
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Operations Electronic
SR [ Service and Maintenance Request enant

Service Request Details: The Service Request Details page provides in-depth information for a specific request.

Service Request Detalls Service Request Options

€ Cancel Request = Print..

From here you can cancel your service
request, view billable details and also print
the request.

ID: 1441974
Date Submitted: February 5, 2015 at 12:41 PM
& Open Last Updated: February 2, 2015 at 1

Added: Aug 31 2016 a1 3:16 PM Communication Log Commumcatlon Log Detall
Updated Jan 25 2017 ot 440 PM
e N The Communication Log allows you to
| Assigned Nose communicate with management regarding
your request by allowing you to add notes,
ask questions or attach files.
ID: 1890202 Company: American Eagle U he C L q
se the Communication Log to send notes,
Company: Electronic Tenant Solutions Contact: John Smith . g .
Contact: John McNamara Sulte/Floor: 2100 comments, questions and attach files to
Sulte/Floor: ’ . .
Phone: 202-342-7090 Phone: 213.312.9870 management regarding your service request.
S Sm———— Emall: johnsmith@email.com ' Make sure to select “Add Notes” to save.
Location: sulte 200 west side
1. Enter your notes in the Note box as
Attach File To Note X
illustrated.
. Choose File no file selected .
NIcS Typar Sty Namowes 2. You can also attach a file to your
Location: 2100 . .
Description: Snow Removal at Loadit | @ (SMb maximum file size.) (2] comment, note or question by selecting
“Choose File.”
Add Notes
3. To submit the note, click on “Add Notes.”
Name: Steve Sakellar
Communication Loge Communication Log

Notes previously entered will be listed here.
To expand and view the entire log, select “View
Communication Log.”

&3 view Communication Log (1 items)

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Y in N
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SR | Service and Maintenance Request

x Service Request

You have 1 billable item(s)
awaiting approval

ElectronicTenant.com

& Request Service

® Your Requests

1 BAatie hem Noods Agoova
3 Noguest Servce
m Actve Reguests
- Your Reguests

& Compary Reguosts

- (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com

Billable Requests

Electronic
Tenant®
Solutions

Management may choose to use the billable feature should your service request require additional charges

not covered under your company'’s lease agreement. If a service request requires additional charges you may

receive an email asking that you log into the Tenant Center and approve or decline the charges. If you have a

billable service request that needs approval, you will see a red alert or yellow banner as illustrated.

BILLABLE DETAILS
YOUR APPROVAL REQUESTED

This service request item is a billable item and not covered under you company’s lease agreement. Additional charges apply. Using the buttons

below, please approve or decline the charges. Should you choose to decline these charges the service reques

By accepting the charges you confirm that you are an employee or agent of the company who is authorized t
company will be billed for the services per the terms of the company's lease agreement.

Should you have any questions please contact the Management Office prior to accepting or declining the cha

| AARON O'NEILL, APPROVE THESE BILLABLE ITEMS. | AARON O'NEILL, DO NOT API
By clicking the approve now button you accept all charges listed below. Oy clicking the decline now b“"g:
APPROVE NOW DECUI
Billable Items
Access Card Replacement
Labor Rate: $25.00 Total Time: 0 hour(s) 30 minutes
Labor Description: Took 30 minutes to create new access card.
Materials Description: Materials were $4 per card,
02111115 Labor Materials
Cost $12.50 $4.00
Tax $0.00 $0.00
Sales Tax $1.00 $0.32
Totals $13.50 $4.32

Grand Total $17.82

Approve or Deny Charges

After reviewing the charges, select either '"APPROVE NOW'’ or ‘DECLINE
NOW' and management will be notified of your decision.

You will also receive an email receipt for your records indicating your
choice of approval or declination of the charges.

Confidential & Proprietary

1, Beyn Jerome, Approve These Billable items. By

HEORG the Se0ve Now BUtIon you Bcoept al
charges isted above and agree to the

Toms & Condtons ¥

L, Beyn Jerome, Decline These Billable ltems. By
tapping the decine now bution you do not accept al

charges isted above and agree o the
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Reservations

The Electronic Tenant® Portal features a comprehensive Amenity Management Application™.
This application allows you to place and manage reservation requests.

Availability Calendar - Online Reservation Requests
Email Status Updates

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary ¥ in N
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Reservations Electroyic
R Tenant
Solutions

Electronic Tenant Solut

Rivergate Tower Tenant Center I

Request Reservation

Your Reservations

Dropdown Menu or Application Your Reservations

Display Box: Use one of these

options to access the various & Calendar
areas of the Reservations
Application.
Cortificate of
frurance

Reservations

Submit a reservation request for
an available amenity.

& Request Reservation

I » \our Reservations e

View Calendar

Overview Access

Your Electronic Tenant® Portal features a comprehensive Reservations Once you've entered the Tenant Center, the Reservations Application™ is accessed from
Application™. This application allows you to place and manage reservation the home screen - either directly from the application display box or from the dropdown
requests. menu. See page 5 for details on accessing the Tenant Center.

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com ¥ in N
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Reservations Electroglic
R Tenant
Solutions

Request Reservation: Amenity Selection

Submit a Reservation Request Please choose an amenity to reserve.

Choose “Select” next to the amenity you

would like to reserve. A reservation form Cape Room

will appear requesting specific information Amenity File: Conference-Room-Fioor-Pian.pdf
about your request.

Location: 2nd Floor
SELECT Maximum Requestable Days: 5
Max Capacity: 20

Reservation Times:
Daty 800 AM - 800 PM

Avallable Days: Moncay | Wednesday | Thursday | Frcay

Amenity Details

. ) . Cape Room - Side A
Each amenity listed will showcase room
Amenity Flle:

details such as a brief description of the ST

room, location, capacity, availability and PO~

more. Maximum Requestable Days: 5
Max Capacity: 20

Reservation Times:
Daly 800 AM - 500 PM

Avallable Days: Moncay | Tuescay | Wecnescay | Thurscay | Frday

Cape Room - Side B

Amaenity File: Conf-Floor-Plan.gf
Description: This is the smaller of the two halves of the Cape Room.
Location: 2nd Floor
Maximum Requestable Days: 3
Max Capacity: 14

Reservation Times:
Weetays 700 AM - 700 PM

Avallable Days: Monday | Tuescay | Wecnesday | Thurscay | Friday

ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary ¥ in N
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R Reservations _Electr(t)glic
enan
Solutions
Soseit b s Contact Information
Enter your contact
Your Contact Information information. If the

primary contact for the
reservation is different,
enter that contact’s
information too.

Name Bryn Jerome

Email * I bjerome(@electronictenant.com I

7 ° °
Prone | 2023427090 S Reservation Details
At Phone | 2074201400 Mestng N |
Numter of Amendess © | 0 | # Max Capacay: 50
i Update your account detzils with the info
Enter all meeting
Azondoe List W X
details, such as the
attendees list and
Conference Main Contact email reminder
. Same As Above notification.
Emall Reminger ¥
Name *
Email * I
I Reservation Time & Dates
0 You can pick days on the calndar by dicking on them or you can cick the ‘Add Date’ buton 10 af
cays. Raview B color codes Below and hover Ovwer tham 10 Seterming the svalability for speciic &
Alt Phone I

This amenty is avadable:

800 AM - 500 PM
<07 2008 2000 2020 01 *

Enter the Meeting Date(s) &

< SR Feb Mar Ax May Jun > Time(s) here.

Your Reservatons o L A calendar will showcase
et [+ Add Dute | available and unavailable dates.
Your Reservatons (Unavadatie)

JAN 2017

$§ M T W T F §

00 : <« = «: O

Q : v n 2 @

OO 7 = v 2

Q=2 QO » v @

© » » O
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Electronic

Reservations o
R Tenant
Solutions

Available Options Select Reservation Options

and Amenity Set-Up
Reservation Options — P I:‘references, as indicated
ere.
[ Telephone Uine
L Wireless imemet Access
Setup Options | Board Room 3
' | Enter.any special needs,. .

questions or notes pertaining
to your reservation request
here.

Attachments Add attachments needed for

the request. (if applicable)
Attachment Upload o
O 5MB Maximum flle size.
Attachment Name (opSonal)
+ Add Attachment
Important reservation
Reservation Alert information will be easily
displayed prior to
This reservation may incur billable charges, Management will be in touch if this is the case. submitting reservations.
ElectronicTenant.com - (202) 342.7090 Ext. 102 - Sales@ElectronicTenant.com Confidential & Proprietary in N
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Reservations Electronic
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Solutions
a el Your Reservations
From the home screen, select the “"Your Reservations” link from the
Submit a reservation request for Application Display Box or from the Reservations dropdown menu
an available amenity. on the navigation bar.
C> Request Reservation Amenity Reservations
®» Your Reservations Reservations placed will display showcasing status status, billable
. status (if applicable), Name, Amenity, # of Days and Start Date of the

View Calendar reservation. Every column can be sorted based on preference.

§ 204869 Completed Requested Business Meeting Cape Room 1 October 25, 2017
§ 200688 m Approved AM Meeting Maine Room 1 July 26, 2017
¢ Add Reservation S
199600 Completed Pending Westichase Meeting Cape Room 1 June 19, 2017
£ Filters
196048 Canceled Pencing Boare Meetng Maine Room 1 Apeil 24, 2017
A Show ANl

Reservations

$ 195005 Requested SAP Trahning Cape Room 1 April 12, 2017
[F] Show Recent

Reservations

194674 None Company Conference Meeting The Jordan Room 1 March 29, 2017

Total Reservations
Search and Filter Options
All reservations can be searched by simple text and/or
filtered by the options available.
Reservation Date
Show All Reservations - This will display all reservations
Reservation Status placed.
Submitted By Show Recent Reservations - This will display all reservations
——n placed within the past 30 days.
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Reservations

l Reservations

Submit a reservation request for
an available amenity.

@ Request Reservation
® Your Reservations

View Calendar

Reservations Calendar

From the home screen, select
the “View Calendar” link from
the Application Display Box or
from the Reservations dropdown
menu.

£ Filters

v Show All
Reservations

v Show Today

Electronic
Tenant®
Solutions

Calendar View

Easily change the calendar view from the default

monthly view to Day, week or Year Day Week m Year

The current month’s calendar, shown below, will appear displaying your current reservations (green), rooms
that have reservations (blue) and any unavailable conference room times (red). Use the arrows on the calendar
to view future and previous months.

January 2017 v

< December February »

@ Your Reservations @ Has Reservation D Your Reservations (Unavailable) @ Unavailable

Herrigel/Kennedy
Room
Unavaiable

Treadway Room
Unavaiable

Portside Room
Unavaiable
AM) Unavaillable

HorrigelXennedy Conference Room HerrigolXonnedy
Room (9:30 AM - 11:00 Room
Unavailable Unavaiable

Treadway Room Adirondack Room {9 - 13 Troadway Room
Unavailabie (8:00 AM - 12200 Unavaiable
PM) Unavaliable

Portsice Room o Portside Room
Unavallable Conf Room A Unavaiable
(9:30 AM - 11:00

AM) Unavaliable

Submitted By

Reservation Status

Amenity Name

Filter Options
Easily find a reservation on the calendar by using

the filter options provided.
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Risk Management
Certificate of Insurance Tracking

«Q COl

The Certificate of Insurance Tracking Application™ allows tenants to submit and track Certificates
of Insurance. All certificates are immediately delivered to management for review and action.

Secure On-Line Submission Form - Expiration Tracking - Compliance Notification
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Risk Management _IIE_Iectr(t)yic
o Ld o enan
COI| Certificate of Insurance Tracking Solutions

I Electronic Tenant Solutions | Rjvergate Tower Tenant Center ' I

Certificate of Insurance

Submit Certificane

Your Cortficates

E You have 4 new messages,

Certificate of
Insurance

m

This information is used 1o auto-fill Submit an Electronic Service
r":., ‘[Ic;--'le ’_ Senice rJi. uest [ Request Form to the management
Form for quick and easy Offico Submit required Certificate of D
ey Insurance information for each
O Request Service
3 Your Account Informatio tenant to the management
Your Account Information <
% Your Requests Office
Q Your Notiication Settings ) - W
© Submit Certificate
® Your Certificates
!
Submit COI
Use one of these options to add or review existing Certificates of Insurance
Overview Access
The Certificate of Insurance application allows you to enter your certificate Once you've entered the Tenant Center, the Certificate of Insurance Application is
information as well as submit a hard copy of your Certificate of Insurance. You accessed from the home screen - either directly from the application display box or from
can then submit this information directly to management for review and the dropdown menu.

approval.
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Risk Management
ﬂ COI| Certificate of Insurance Tracking

Submit Certificate

General Information

Information will pre-fill with date,
building and company. If any of this
information is incorrect please
contact management.

Insured/Producer/Additional
Insured/Companies Affording
Coverage: Please take the time to
populate as much of the information
from your Certificate of Insurance
into the corresponding fields.

Adding a Copy of the COI

Once you have filled in the on-
line form, please click on
“Choose File” to attach a copy of
the Certificate of Insurance to
include for management.

1) lsaured

1) Prosucer

1] Adsitonal nsured

{1 Companies ANceging Coversge
Policies of Insurance

[} General Liabilty Limits

11 Astomobie Liabiky

Clairra Made Occur Independent Contractors
Hired Aunes NOA Cwned ALty Waltver of SUDIOPION

Combined Single Limit (each accidont): Uit ;

e b 0 e Minimvem Uimit Required: $100,900.00

Minkmcem Limit Required: $50,000.00
£} Qarage Ludiiny

) Excess Lisbilty

[ Warkers Compensation & Employment

1) Profeasionsl Lisbisy

1) Omer

Upload POF Document

Pioase 100ane & POF e On your cOmputer 10 Upload. Flle must e UNDER 1MB and must INCLUDE POF EXTENSION (20! a1 the end of the Se).

Cnoose POF: Croote Fle 10 e selcied

A0 Corvteane of Vesrance Form

Electronic
Tenant®
Solutions

Tip: Use the Expand All button
to view all the data fields that
should be populated.
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Policies of Insurance

From your Certificate of
Insurance please enter the
minimum limits, policy
numbers and expiration
dates. Populating this
information will ensure the
Certificate can be tracked
for compliance as well as
expiration.
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Electronic
Tenant®

Risk Management
COI| Certificate of Insurance Tracking Solutions

Certificate of

Insurance

Submit required Certificate of
Insurance information for each
tenant to the management
Office.

Check Status

You may check the status of your certificate from the Tenant Center at any time. Once logged in to the Tenant Center,
either access your previously submitted certificates via the home screen dropdown menu or via the “Your Certificates” link
on the Certificate of Insurance Application Display Box. Upon Entering the “Your Certificates” page, all Certificates will
appear in chronological order with the most recent at the top. A quick “Status” column will show you if the COl is under

Admin Review, Approved or Denied.

O Submit Certificate

" Your Certificates

Submit Certificate  Your Certificates

+ Submit New Certificate

G UpToDate ) Expires Soon Q Expired

Certificate 1D Status Nearest Expiration
56999

O - Approved May 22, 2016

(] 56998 Admin Review May 13, 2015
View Your Certificate Compliant? Expiration
To view the details of the Certificate you can simply If the Certificate submitted does not meet the The right column will showcase the expiration date
click on the Certificate ID. This will bring up all minimum insurance limits it will be marked as “non- with the nearest expiring COl at the top of the list.
Certificate information that was input into the system. compliant.” If the Certificate is non-compliant you Based on management preferences you will be
Please note that you will not be allowed to edit the will receive a request from management regarding notified via email to update your COL. If you find the
Certificate. If you need to make changes please any action that needs to be taken to update the COl is going to be expiring soon and you have not
contact management. current certificate on file. received any communication from management,

please contact them directly.
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