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IMPORTANT NOTICE:

YOUR USE OF THESE MATERIALS SHALL BE DEEMED TO CONSTITUTE YOUR AGREEMENT
THAT SUCH USE SHALL BE GOVERNED BY THE PROVISIONS OF YOUR AGREEMENT WITH
REALPAGE, INC. OR ITS SUBSIDIARY (THE “AGREEMENT").

Notification

All documentation, source programs, object programs, procedures, and any other
material supplied in connection therewith (“Materials”) remain the exclusive property of
RealPage, Inc., an affiliate of RealPage, Inc., or, in certain cases, its licensees. This
document and the Materials are confidential and proprietary information of RealPage,
Inc., its affiliates, or, in certain cases, its licensees. The Materials may not be copied,
distributed, or otherwise disclosed, and may not be used in any way unless expressly
authorized by RealPage. Any copying, distribution, or use of such Materials not
specifically authorized by the Agreement shall be deemed a violation of the Agreement.
Such a violation will terminate the licensee’s right to use such Material. This notification
constitutes part of the documentation and accordingly may not be removed therefrom.

© 2013 RealPage, Inc. All rights reserved.
Printed in the United States of America
All other brands and product names are trademarks or
registered trademarks of their respective owners.

This settings guide includes page images from RealPage WelcomeHome as
they would be viewed by the resident. You are directed from these images of
the WelcomeHome pages to the setup pages and options where you
customize and maintain the look and information you want to appear on the
WelcomeHome pages.

Please note that setup options are found in diverse areas of the RealPage
products. Some settings are in Leasing & Rents, some in CrossFire, and some
are in Facilities. This settings guide is meant to direct you to the appropriate
areas and settings that allow you to control the appearance and behavior of
your WelcomeHome site.

If you cannot find the information you need in this guide, please contact
Welcome Home Implementation Team.

© 2013 RealPage, Inc.
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Prerequisites Roles and RightS
In addition to the WelcomeHome product center, the following centers will need You will need the role of Content Viewer to be able to change some _
to be enabled for a full implementation of all WelcomeHome features: WelcomeHome settings. If you do not have that role, assign the right of View
property web site data to your existing role so that you can edit
e Concierge WelcomeHome settings.
e Crossfire Residents
e Crossfire Online Renewals

Crossfire Service Requests
e Document Management
e Facilities

e leasing & Rents

e Payments 3.x

e Property

© 2013 RealPage, Inc. CONFIDENTIAL Page 4



SIGN-ON page

"“"-:—-—-uh W’WWMMMWH"“{
Villa Verano 3

Created during implementation; no setup available.

a place for living!

Welcome to Villa Verano ! - Your place for
living

NN

Start living today. Register here or through the leasing office to gain access to resident
portal, Begin enjoying
requesting service or more

amenities and senvices the e-way anytime — whether it's paying rent

Please enter your user name and password to sign-in

Password

(==

Page
Element

RealPage WelcomeHome Settings Guide

Setup Information

, Greeting

CrossFire - Portal sign-on requirements - Login page
The greeting is set up on the Portal sign-on requirements page in
the Login page text field.

'User
Name,
Password

OneSite - Residents ->Contact - Edit - Resident profile
For residents who walk into the leasing office, you can set up user
names and passwords in Leasing & Rents on the Resident profile
tab. Residents are notified by e-mail of the user name/password
you set up for them. WelcomeHome users can change their
password from WelcomeHome—-My Profile page.

Applicants and residents can also create their own user
name/password at the end of an Online Leasing application, and
just by accessing the WelcomeHome site. The user
name/password is set up automatically by the system. As long as
an individual is associated with a specific unit at the property, the
individual can have a user name/password for WelcomeHome.
You can cancel their access on their Resident profile tab by
selecting the features they can access on WelcomeHome.

Forgotten

lew Residen

Register Now.

Forgot Password? Click Here.

|
§
|
|
E
|
¢
|
5

?

|Po|icy is uploaded during implementation; no setup required. |

Lamen.,

Figure 1: SIGN-ON page

.
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The WelcomeHome SIGN-ON page greeting can be customized. The SIGN-ON

page asks residents to register if they don’t have a user name, and provides a link
if they have forgotten their password. WelcomeHome users (residents,
applicants, past residents) can access features you give them permission to
access on their Resident profile tab. The setup options for the SIGN-ON page are
found in the following areas:

Password

CrossFire = Portal users = Find resident - Reset password
Leasing & Rents -> Residents -> Resident profile - Reset password
When a resident clicks Click here, they are asked for their e-mail
address. After they enter it, a message says they’ll be receiving a new,
temporary password at that e-mail address in a few moments. You can
also change the residents’ passwords for them from the Resident profile
tab on the Resident at a glance page, or through the Portal users page
in CrossFire.

o

A Register
Now

CrossFire - Portal sign-on requirements - Terms & conditions
The first time residents access WelcomeHome, they must click
the Register button to open a page where they can create a user
name. You receive e-mail notification of their registration at the
e-mail address you set up in the Office e-mail field on the Portal
content page of CrossFire. You receive e-mail notification of their
registration so that you can go into their Resident profile tab and
grant them access to WelcomeHome features.

© 2013 RealPage, Inc.
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DASHBOARD page
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%ﬁ% A% Logout

Villa Verano

Dashboard

My Apartment

My Profile

My Community

Notification Center

Latest

YOUR APARTMENT SET-UP IS COMPLETE!
Your apartment setup is complete

THANK YOU FOR RENEWING YOUR LEASE ONLINE.

You are almost done with your lease renewal process. The offer is pending for the final review

from leasing office

Your submitted service request for #Ref 273-1 has been Complete Click
here to review

Your submitted service request for #Ref 250-1 has been Complete Click
here to review

Account Snapshot

Current Amount Due

(59500 )

Past Due ($950.00)

RealPage WelcomeHome Settings Guide

When residents sign on to WelcomeHome, the DASHBOARD page opens. All
the information displayed on the DASHBOARD page is setup for other
WelcomeHome pages, as follows:

Page Element

Source of information in WelcomeHome:

Logo

CrossFire - Web site setup - Home page - Logo
Your property logo is set up on the Home page page of
web site setup, in the Logo field.

[
===

B View Your Current Statement

Community Calendar
o April 2013 o @ f-‘r 5 Puppet-making and performance
—gt | Puppets for pre-teens -
Su Mo Tu We Th Fr Sa every Monday
1 EE (B ' 4/1/2013 03:30 PM - 05:00 PM
S I (RERE en
14 35 |16 17 18 19 .
| B D
s |51
- HEIE 9|10 2|13
4|15 |16 |17 |18 |19 | 20
M - neighborhood - Community other  [ll- Muttiple Current Date

Build Your Profile

Your profile is TOO% complete

/

Notification Center
and Dashboard

page

All the information on the DASHBOARD page comes
from other WelcomeHome pages and setup options.
The Notification Center presents residents with the
most current information about their apartment. This
information changes dynamically.

V4

A Account Snapshot

The information displayed in the Account Snapshot
comes from the Payments tab of the MY APARTMENT
page. Setup information for the MY APARTMENT page
is on page 7.

v

A Build Your Profile

The information displayed in Build Your Profile comes
from the MY PROFILE page. Setup information for the
MY APARTMENT page is on page 25. The “nn%
complete” changes as the resident adds a payment
account, sets up recurring payments, adds emergency
contact information, adds vehicles and so forth, until it
reaches 100%. Until the profile is complete, this area
provides links to items that remain to be completed on
the MY PROFILE page.

Service Requests

After-Hours Emergencies  Have a Service Issue?

- Z:i]DD@

Already Submitted a
Request?

Community
Calendar

The information in the Community Calendar comes
from the EVENTS page. Setup information for the
EVENTS page is on page 29. Residents can page through
events or view the details of a specific event from this
snapshot on the DASHBOARD.

Previous Service Requests »

Figure 2: DASHBOARD page

© 2013 RealPage, Inc.

Service Requests

This information comes from the Service requests tab
of the MY APARMENT page. Setup information for the
MY APARMENT page is on page 14.

CONFIDENTIAL
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OneSite Payments Settings for WelcomeHome

The next section of WelcomeHome requires OneSite Payments. The settings you
configure include the fees you can charge and the types of payments (cash,
checks, money orders, credit cards, debit cards) that residents can make through
WelcomeHome. In Payments, these options are configured on the General

property — Setup page, as follows:

OneSite - Setup - Payments - Transaction codes

OneSite - Setup - Payments - Online Living

AFFALL CREEK =

.
REALPAGE ol
.. uesday, Apr30 &)

CrossFire |« Today CrossFire Prospects Reports, SDE and Tasks

Find person Calculator Ledger Service request

New prospect Available units Accounting

Setup - make this your start page
Product information General property - Payments
‘General property

‘General information and property General settings

settings. General setup Select transaction codes used for processing payments
Chart of accounts Late Fee Policy Setup Late Fee Policy Message

Document management

Hardware settings
Paris

To Scanner Set up scanner
. AFFALL CREEK # urchasing
reatracr -
B Facilties Transactions
C::'“ 7 vy ._";‘ Sroapecia..| s Rapeviay SO ad Tanbe:| Leasing and Rents Transaction codes Set up cash accounts for each payment type
Froigect  Avilice Bwibh = Cocosier  Leder | Sefriereuesl  Accooning r
S i e Infs.uranoeSerwoas Transaction Types £ OneSite -- Webpage Dialog ﬂ
mihk - Ganaral propary - Paymants. S T Leasing and Rents
[ mmerty S s Student Living Online Living Pay - General settings - T) types 370.090.300.015
semras g ' St tranacton cotas cand for procmang paymrie Senior Living Online Leasing i i ivi
Cxatot ccsrts e Lot For pocy e e i CrossFire Online Living
Uscument macagecest Conclerge Preauthorized payments
f Set up scanner Rent stabiization ACH card
Facllien Allow one time preauthorized payments:
- e . " Commercial )
Leasing and Rsts 2082 St ap CAsh ACCOuRNS 1o SACh paymant Typd Allew recurring preautherized payments:
narance Services Tramsac - Payments
oo | i —= ; — ez Convenience fee
g v ;'-M-‘w-‘-"’v--"--ﬁh' saitings - Transaction sstlings L | Email If American Express is accepted, no convenience fee can be charged for
5 ¥ DEBIT CREDIT Call center any transaction -
Cancerge I
Ret atabiization ACH payments - Leasing
c ACH Araunt ot plymaats L 1309000 - Credt Card Accounts Recenable Property web site Transaction types
Payments A Account for Gepsat paymens | 1710.000 - Bubing and Lesse mpiivements = 2020000 - Oethar Curment Accourts Payable L Prospects. Allow ACH transactions
[CrousFirn
Enad i — Velocity Allow IRD transactions
Cabcenter I Account faf rent payments 2070 001 Tas Payaie - 2090.000 - Noties Piyabi - Shart Tarm PreBill approval settings Allow CARD transactions
o % ek RO Account for dapoal payments | 4020.000 - Corparate Sutte Income - 4530.000 - Courtesy Officer Unts Email alert settings
i _ Card Types
[~ Crocit cord payments Third Party Select the card types allowed to be used at this site
Prabs - (Creat Card Account for rest payments __1usuw. Lrulozﬂ unts = 2510.000 - Notes Payabie - Loag Term ‘General information and Dl’DpEl‘[y
Enal siect seezngs _-:-"__‘E;" dhcopunt for depeet | 481,000 - WS Fet meome - 4536000 - Concesnon - referred Puny settings. American Express
(Tharet Parry. i
. - m Discover
seftrgs r Master Card
.MGW‘IVMIDHGWFRI - F030.000 - Nondeductibie Dxpensed )
Yirte of eansacton cose E L E! Viea
(=] [ submt ] [ Cancel ]
Rave | Cancal
- e — e e R ————

Settings that Must be Configured for Payments BEFORE Setting Up Payments for WelcomeHome

Settings that Must be Configured for Payments BEFORE Setting Up Payments for WelcomeHome

After Payments is configured, you must then setup the CrossFire online
payment options, explained below.

© 2013 RealPage, Inc.
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MY APARTMENT — PAYMENTS - Account History

Note: The Payments product center must be set up for WelcomeHome to allow
payments through the portal. The settings shown on the prior page must
configured prior to the settings explained

below.

Villa Verano

@ o]

Account Snapshot

(5950. )

EI2]
|

[2]

Account History

TOTAL UPCOMING:

JAL DUE: ($960.00)

$1,312.00

Figure 3: MY APARTMENT page, PAYMENTS tab: Account History

Page Element

Setup Information

w| Account

snapshot

Allow partial payments for current residents
Allow partial payments for former residents d

All former residents* ®  Ppastdueonly
Display upcoming & SDE charges hd

*It is good practice to allow former residents to make payments through the portal.

CrossFire-» Online rent payment settings

You set up online rent payment for WelcomeHome on the
General tab of the Online rent payment settings page of

CrossFire through the following options:

®  Display SDE charges as upcoming

Current amount due (includes any past due)

Current + pre-pay upcoming

You must also define recurring payment options for
residents on the Recurring payments tab of the Online rent
payment settings page of CrossFire through the following
options:

[ )

Fixed amount
Total amount (not to exceed)
Current balance

The MY APARTMENT page has, potentially, five tabs. The number of tabs that
appear for a given WelcomeHome user depends on whether the user has been
granted permission to use online payments on their Resident profile tab. There
are setup options for each MY APARTMENT tab and sub-tab.

The Payments tab can have five sub-tabs: Account History, Pay Rent Online,

Rent Payment Coupon, My Recurring Payments, and My Saved Payment

Accounts. Each tab displays the Account Snapshot shown above on the left. The
Account History sub-tab has two main sections, as follows:

© 2013 RealPage, Inc.

> Make a OneSite - Residents - Contact - Edit - Resident profile
payme'nt, Residents must have permission, on their Resident profile
Recurring . .

t set tab, to make online rent payments in order for these
Payment setup | 1, ittons to appear, and for all of the Payments sub-tabs to
buttons
appear.

r Account The Account History section shows residents how much

History they have paid to date and how the payments have been

applied to their balance. Setup for what residents see in
this section is done through the setup options for Payments
and the options explained above for the Account Snapshot.

Note: It is good practice to tell residents to sign out of
WelcomeHome, wait ten minutes, and then sign on again to see
recently submitted payments reflected in their account history.

CONFIDENTIAL
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MY APARTMENT — PAYMENTS - Pay Rent Online

Page Element | Setup Information
= - Make a One- CrossFire=» Online rent payment settings
VU @ ﬁ, B A 4% 1 ogout ) 9 pay g
Yllla\\{erm}() Dashboard My Apartment My Profile My Community Tlme Payment The WayS in WhICh a resident can pay rent are deﬁned in
the Payments setup options (see page 8) and in CrossFire
Payments Service Requests Deliveries Resenvations My Lease Info on the General tab of the Online rent payment settings
Account History Pay Rent Online Print Fa}ﬂ'lé\'\’ -:w::upc-n My RE!ILI-\'H'IQ Payments My Saved Payment Accounts page th rough the fOIIOWing optionS:
: ®  Allow partial payments for current residents ®  Display SDE charges as upcoming
Account Snapshot Make a One-Time Payment ®  Allow partial payments for former residents ®  Current amount due (includes any past due)
P ® Al former residents* ®  pastdue only
' p ' r;u-n R Amount to Pay &) Current + Pre-Pay Upcoming $363.00 b Display upcoming & SDE charges ®  Current + pre-pay upcoming
The Account S o *It is good practice to allow former residents to make payments through the portal.
S T S - You must also define recurring payment options for
on the Ieft side Of Current Amount Due (Includes Past Due)

residents on the Recurring payments tab of the Online rent

9 every sub-tab of the g st BT i R K
R payment settings page of CrossFire through the following
& Your Account Snapshot —— ———— options:
Past Due (5950.00) REEAL S e o g [ ] Fixed amount
Total If Pre-Paying §363.00 ®  Total amount (not to exceed)
®  Current balance
e Make a One- OneSite - Residents - Contact - Edit - Resident profile
Utites chages vary - 5 Time Payment Residents must have permission to make online rent
o payments on their Resident profile tab.
el Payment The payment types and accounts a WelcomeHome user can
Accounts setup and use depend on the setup options configured for
e e e OneSite Payments (see page 8) and on the CrossFire
Online rent payment settings.
Figure 4: MY APARTMENT page, PAYMENTS tab: Pay Rent Online Preferred Date | For a WelcomeHome user to be able to pre-pay an amount,
the CrossFire Online rent payment settings must have the
The types of one-time payments a resident can make are defined by the Current +pre-pay amount option enabled.

Payments settings (described on the preceding page) and by CrossFire Online
rent payment settings, as follows:

© 2013 RealPage, Inc. CONFIDENTIAL Page 9
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MY APARTMENT - PAYMENTS - Print Payment Coupon

Setup Information

J ® & i 28 Logo Setup - Payments - Transaction Types — Online living
Villa Verano ashiosed My ok by el Y ' —AND—
CrossFire - Online rent payment settings
Payments seriice Requests Detens Reservations My Lease ko All information displayed and entered on the Print payment coupon sub-tab
T of the Payments tab of WelcomeHome is set up through the options and

explanations on page 8.
Print a Payment Coupon

If your property uses the eMoney Order program or the Tel-IVR Program,

S r
- HEINT fuB A residents will be able to print payment coupons and locate a payment center
e ccoss o i e porl, o == through the Print Payment Coupon sub-tab of the Payments tab on the MY
' APARTMENT page of WelcomeHome.
Step 2 SEARCH FOR A PAYMENT CENTER LOCATION 3

Figure 5: MY APARTMENT page, PAYMENTS tab: Print Payment Coupon

-
© 2013 RealPage, Inc. CONFIDENTIAL Page 10



RealPage WelcomeHome Settings Guide

MY APARTMENT - PAYMENTS — My Recurring _
Page Element Setup Information
Payments |y Recurring payments CrossFire - Resident portal setup - Online rent
/ payment settings - Recurring payments
Tt ® & = a2 Logout »” The Recurring Payments page lists the resident’s
Credh Dasnboara Wy Apariment Wy Profie Wy Communty recurring payments and allows the resident to set up,
manage, and review those payments. Residents can set
Payments Senice Requests Deliveries Reservations My Lease Info up recurring payments which are paid on an
Account History Pay Rent Online Print Payment Coupon My Recurring Payments My Saved Payment Accpefits aUtomated SChedUIe- Or, they Can enter one'time
payments.
Account Snapshot Recurring Payments
o The types of payments that can be made by
The Account ments are listed i i i
" dickhe Cance S WelcomeHome user are determined by the settings in
napshot appears ) . .
on the left side of OneSite Payments and the following options on the
every sub-tab of the N Recurring payments tab of the Online rent payment
Cancelled Payment | Fix&@&mount of $500.00- Details . . .
. Payments tab. , \ settings page in CrossFire:
v - - s e Fixed amount
R —— Authorized on April 3, 2013 | Fixed Amount of $3&.00- Details
e Total amount (not to exceed)
PastDue §1,113.00 Preauthorized payment
Total if Pre-Paying: $3,113.09 Authorized on March 12, 2013 | Fixed Amount of $1.00- Details 4 \ ° CU rre nt ba Iance
e i e e Schedule a New CrossFire - Resident portal setup = Online rent
Current Balance Will Be Paid Cancelled Payment | Fixed Amount of $1.00- Details q Payment payment Settings 9 General
o D See page 12 for the list of setup options that govern
I Can-:-’:l\é-:ia_—jii\::é-: -*wLE::D.DEI-DElai \ Scheduling payments.
* Preauthorized CrossFire - Resident portal setup - Online rent
Figure 6: MY APARTMENT page, PAYMENTS tab: Recurring Payments payment payment settings - General
See page 12 for the list of setup options that govern
preauthorized payments.

- __________________________________________________________________________
© 2013 RealPage, Inc. CONFIDENTIAL Page 11
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MY APARTMENT - PAYMENTS —» My Saved Payment Setup Information
Accounts Setup - Payments - Transaction Types — Online living
—AND—
CrossFire - Online rent payment settings
3 . © . f = A All information displayed and entered on the My saved payment sub-tab or
Vila Yerno S T the Payments tab of WelcomeHome are set up through the options and
explanations on page 8.

Payments Semice Reg Deliveri i hity Lease Info

Account History Pay Rent Ondine Print Payment Coupon My Recuming Payments My Saved Payment Accounts

Account Snapshot My Saved Payment Accounts

$1A0N 0
The Account ‘
Snapshot
appears on the ]
left side of every e BOA I:l —
1 wdsub-tab of the >
Payments tab.

Figure 7: MY APARTMENT page, PAYMENTS tab: My Saved Payment Accounts

The My Saved Payment Accounts tab lists the resident’s payment accounts and
allows the resident to set up and manage those accounts. Residents must set up
one or more payment accounts before they can make online payments. The type

of online accounts a resident can set up are defined through OneSite Payments
and CrossFire.

© 2013 RealPage, Inc. CONFIDENTIAL Page 12
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OneSite Facilities Setting for WelcomeHome If you will be allowing residents to schedule service appointment times, you
will also need to configure Schedule settings in Facilities:

If you allow residents to enter their own service requests from WelcomeHome,
then you will need to check that the following settings are configured OneSite -> Setup -> Facilities -> Schedule settings
appropriately for OneSite Facilities.

OneSite - Setup -> Facilities > General Settings

3 OneSite -- Webpage Dialo
Pag g
REALRACE AERILL Crve | .,..1 { E—
e e %5tz tab| |General property - Facilities - Scheduling settings 130.090.070.1 G]
Avslabe sty Frdsence  Caiceltor  Ledper ALSTIg .

Setp < muts i your WAt page - tems for 1

Product bonmaton - @ Onelie .- Webpage Disiog . . . .

General propersy - Faciies | £ sciihn - T Resident gervice guarantee - Service requests must be completed within lj days from the date of request. ]
Cineral mifsrmaton nd prapenty NOTE: Pease m tunness mose | il SRR
— Bege numerrg seres reauenis gt ]
Mu “m‘ " | gl e oo rwiched b = sts - Time ranges for service req t
Fa This peeoerty i ving Wsbde Berrice Reawents [ ns These time ranges are chosen on the service reguest and designate the appointment time for the work to be done. 4
Purctasng C Ti
= 5 |
mwm- ‘ e ! Iime ranges Hew
—— g g s [ E r— e — —
e . S o B RS ot i v : ] Edit Disable  08:00 am 10:00 am
M“" e ey s w . o 1 Edit Disable 10:00 am 12:00 pm Yes
pp. g r

SR T P S S A | Edit Disable  12:00 pm 02:00 pm Yes
Faprasts Fiten caicuiatng aervice teusal compaetn detr s detes Tl ans Satardays and Sensays [ Edit Disable 02:00 pm 04:00 pm Yes

erasss The ik B apon § ervct achon s emted when svetiog 4 wirbid et [ S{ Edit Disable  04:00 pm 06:00 pm Yes
Call castar Requine COTDN 50081 1 be esiensd s wofked ecErds are CoTpieted Methar - -
Leasng A Time worked recard i regured bedors Campietng sach service reguest etrar - “ 4 Pﬂge 1of1
Priwtr wh A Baith s pcent a cured Eelére compleieg wact erice (et e -

The reapanded on Aslefme reguied befong CoRpirtng Sach servics regues! MNether hd [ — SeWIDe q t priori‘ly
redld agzzeias asttege.
Erai wert sergs TR L Priorities are choosen on the service request to indicate when work is to be done. Priority number 1 is the most urgent; number 5
e least urgent.
to send Priority *
Settings to Configure for Facilities BEFORE Setting Up Service Requests for WelcomeHome

Dates excluded ™

Priority number ™ Priority description ™ Complete within ™

Edit 1 Emergency o

OneSite -» Setup - Facilities - Customize e-mail

Pt AR,

Edit 2 Within 24 hours 0

e i e AFFALL CREEK # Edit 5] Standard 0

- Edit 4 WMake ready 0
Crosafre asy Crosafae Frusjecis Beports, SU8 et Tasis
— T R T T e T S T i 5 Preventative 0
SBIUD - make M your atat pagh Page 1 of 1

General property - Faclities * The priority settings are only reflected on the Service Regquest Performance Summary and Detail Reports.
sefing
Chart ot acceunts un": Elage Gianersl safings far sardce raguest
Parts. Stlec! Bé Saplayed colma for the Service reduests tab
Purchasng . B ————— . o o .
Tacies B Ot et D Settings to Configure for Facilities BEFORE Setting Up Service Requests for WelcomeHome
Leanng and Rermy Sarvice requests . Customine e.mail . Cuslom meseages Soa
wm Sebect n 1ab 1O eOit your resident facing Taby will De it the s
o Setup > Facilitee s > General settings. " LA ey . . . . - .
Sy e Once Facilities is set up appropriately, you must configure the Online service
Screening £ . . . .
Comserge war [Mame], I
Peead shabicalion The serace reguest for service Bsue Sservice request sumber], Tservice ssue] was cresied o [detedme of reguest]. requeSt SEttlngs In CrOSSFIre as explalned on page 14.
Commarcasl Vour servce maut @ estmated 12 be compieted By [compited by datetime]
Py = Thass you
Crossfire [Preperty aams]

Emal [Prapedy address1]
! Pt con Bemors st Provety 1
LA, Prican thoncasat ko

Settings to Configure for Facilities BEFORE Setting Up Service Requests for WelcomeHome
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MY APARTMENT - SERVICE REQUESTS - Current Page Element Setup Information
. Service Requests CrossFire - Online service request settings

Service Requests T : : :

0 make service requests available to residents, select
o Online service request settings from CrossFire. There
" o are several options to configure on the Online service
request settings page, all of which are self-
explanatory. The settings correspond to the elements
on the Current Service Request sub-tab of the Service
Requests tab of the MY APARTMENT page as follows:

% -

Villa Verano

®
3

Fayments Service Requests Deliverias Resenvations My Leaze Info

Currant Sarvice Requasts

w

Current Service Requests Service Reguast

Office Hours The Display office hours phone number check box
must be selected AND the During office hours phone
number must be entered.

After Hours The Display after office hours phone number check
box must be selected, AND the After office hours
phone number must be entered.

Emergencies The Display emergency phone number check box must
be selected for your property’s emergency number to
Service Palicy appear here. If you also select the Display “or 911”
check box, then your property’s emergency phone
number AND 991 will appear here.

Emergencies text The emergency statement text that will appear in the
Online Service request field is a text box into which
you can type a paragraph of instructions for your
residents to read when they open a service request.

Mw does not work/heat properly Ref = 262-1 3
Submitted 4/18/2013] In Frogress- Detail, —
Residents can click

T g e . the right-arrow to b

review a service

Carpet damaged Raf # 258-1
Submitted 4/5/2013 In Frogress- Details

request 5

Toilet does not flush R

This section of the page shows the residents
the current status of their service requests.

This information also appears on the
DASHBOARD page.

Service Policy The property’s service policy may be a long, legal
document that is available on request at the leasing
Figure 8: MY APARTMENT page, SERVICE REQUESTS tab: Current Service Req office, in which case you would want to refer residents
to the office and that document, as has been done in
The WelcomeHome Service Requests tab is available if your property usethe this example. Alternatively, you can enter policy text

directly into the text box titled The service policy text
that will appear in the online service request.

Submit a Service CrossFire - Portal users - Edit - Resident profile
Request Residents must have permission to submit a service
request. Make sure there is a check mark in the Online
service requests field of the Resident profile tab to
grant access permission.

Facilities and CrossFire Service Requests product centers. On this page, reside

can see information about their service requests on the left side of the page and
information about entering a new service request on the right side of the page.

There is no setup required for what appears on the left side of the page. The

information on the right side of the page is set up in CrossFire.

© 2013 RealPage, Inc. CONFIDENTIAL Page 14
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MY APARTMENT — SERVICE REQUESTS — Submit Page Element Setup Information
Service Request Service Issue Setup -» Facilities - Service Categories
W a Seryice Request T EeNice Requesis ] Setup - Facilities - Items
[ v— The options residents can pick from as the service issue
E o ) | —— and service item are set up in Facilities.
o | g o or (911) Please provide Any information that residents enter here will show up
Emai  butulfatima@realpage.com _ v s more detail, if as comments on the service request.
poorgess s posen | i needed
pemasonto R Unit Access Leasing & Rents - Residents - Contact (Edit) -
TR o e e e e e Miscellaneous
; mmmﬁ - ursendes el /r Pet Information The unit access information is defined at the
g e b - Miscellaneous tab of the Resident at a glance page.
\ e Alarm Code The resident’s recorded options for permission to
5 et @YE enter, pet information, and alarm code are defined on
f rH e the Resident at a glance page, and that information
f S .tﬁ_{ﬁei“;fg « an escape ; will appear on the service request. The resident has
- the option to change that information when entering a
\ e new service request in WelcomeHome.
g tows A Coce: | 1224555 Preferred Setup -> Facilities - Service requests — Scheduling
g Appointment Date settings
i I:| Ll and Time If you want to allow residents to specify a preferred
date and time for their service appointments, you must
Figure 9: MY APARTMENT page, SERVICE REQUESTS tab: Submit Service Request first define the appointment time ranges in Facilities.

CrossFire - Online service request - Online service
request settings

Leasing & Rents, and CrossFire. In CrossFire, you choose whether you will allow

residents to set a preferred appointment date and a

preferred time.

The elements on the Submit a Service Request page are set up in Facilities,

There may be information about the resident from a prior service request. If not,
the resident will need to state on the service request they enter whether they

give permission to service personnel to enter their residence, and if so at what
time.
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MY APARTMENT - DELIVERIES tab

X
Villa Verano

Fayments

Deliveries

Senvice Reguests

Rezeprations

18
a—~

The Deliveries tab on the MY APARTMENT page of WelcomeHome is where
residents will look for information about packages and other items they may
have received or sent.

Page Element

Setup Information

My Lease Infa

Deliveries

CrossFire - Resident portal setup - Portal content

For Concierge and CrossFire to be able to interface,
you must select the Enable concierge service online
check box on the Portal content page. (Scroll to the
bottom of that page to find the Concierge settings.)

FedExdelivered via Samf

Figure 10: MY APARTMENT page, DELIVERIES tab

Deliveries

CrossFire - Portal users -» Edit - Resident profile
To view the Deliveries tab, the resident must have
access permission. Make sure there is a check mark in
the Online concierge services for guest registrations
field of the Resident profile tab to grant access
permission.

Deliveries Message

The Concierge product center must be enabled and configured for the resident
portal if you offer concierge attended package delivery and pick-up, or guest
admission to apartments, or guest key pick-up, or bulk key pick-up for service
providers such as housekeepers. Access to these option is:

OneSite -> Setup -> Concierge

CrossFire - Resident portal setup - Portal content
You enter the text for the deliveries message in the
Online concierge services section of the Portal content

page. The text is entered on the Delivery tab.
Bl A& The Etrieton 1

Click here to see gn example of where the text is used.

Here at your apartment community, we know how impi
letters delivered for you online.

Setup - make this your start page
Product information
General property
General information and property
seftings
Chart of accounts.
Document management
Parts.
Purchasing
Facilities.
Leasing and Rents
Insurance Services
Miltary Housing
Student Living
Senior Living

General property - Concierge

Concierge Setup
Notification settings
Customize email
Signature requirements
Outside parties
Locations
Location colors
Delivery types
Bulk kev recipient companies

LCD Setup
LCD settings
LCD logo selection

Select defaults at the site level or user level 1'
Add custom email text to delivery and key event emails.
Globally disable signature requirements or set requirement in certain mstancag
‘Add outside party names for resident deliveries
‘Add/edit holding locations for resident deliveries
Addiedit colors used for locations with the LCD
Add/edit delivery types

Add/edit companies authorized for bulk key pick up

Alter LCD settings
Select logos for placement in LCD header

© 2013 RealPage, Inc.
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Setup Information

CrossFire - Reservable feature settings
For reservable items to show up in this section of
WelcomeHome, you must define what those items are when
you add the feature through CrossFire.
e Be sure to select the Display feature online check box so
that the item appears on WelcomeHome.
e Select a picture for the item by clicking Select image on
the Add a feature page.

Sy, i A P A A A AP A Py
Reservable feature setfings

Features that residents may reserve

Feature ™ Feature fee ¥ Feature deposit ™ Agreement required ™ Allow overnight ™ Add

Bilards 1500 50.00 Edit
Clubhouse #| -- Webpage Dialog

Delete

Overnight room
Separate Party

Add a feature pro-307-001 *. @

Feature info

Name Il I

Display Feature On \in@

Select image

3
g
s
{

CrossFire - Portal users - Edit - Resident profile
Residents must have access permission to reserve a facility.
You set this up by making sure there is a check mark in the
Feature reservations field on the Resident profile tab.

MY APARTMENT — RESERVATIONS - Overview Page
Element
® i :5] i ¢ yyem Reservations
\’?_'}s’_.\ﬁ pano e —
Faymeants Sarvice Raquasts Dalivarias Reservations iy Laaze Info
Overview  Resefve a Facility
Reserve a Facility Recent Reservations
0 E::i: 13, 2013 Time: 11:00 AM - 01:30 FM Status: ’
27, 2013 Time: 10:00 AM - 12:30 PM Status: ’
Reserve a
MFacility
-
E— Request to
reserve
et st g il

Figure 11: MY APARTMENT page, RESERVATIONS tab: Overview

Before residents can reserve amenities for personal use, you must set up the
features that are reservable. When you set up reservable features, you configure
fees for use, duration of the reservation, and the hours during which the amenity

or feature can be reserved.

CrossFire - Portal content
After the resident clicks the link to the right of the item she
wants to reserve, a reservation request is sent by e-mail to
the leasing office. The e-mail address the notification will go
to is set up on the Portal content page of CrossFire, in the
Office e-mail field, shown below.

Ao,
Leasing office contact information

et

‘Where feature
reservation requests
are sent.

Office phone

(372) 586-3434
(972) 586-3131
Emergency phone 72} 3636

b4

Maintenance phone (972) 586-9393

¢ Office e-mail
L e

After-hours phone

HI

none@nowhere.com

© 2013 RealPage, Inc.
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MY APARTMENT — RESERVATIONS — Reserve a Facility
/

Fayments Senvice Requests Deliveries Reservations My Lease Info

Reserve 3 Facility

Build a Reservatian Reservations Details

Page Element

Setup Information

> Name

CrossFire - Reservable feature settings

Click Add on the Reservable feature settings page to

open the Add a feature page. Enter the name of the

reservable item in the Name field.

e Be sure to select the Display feature online check
box so that the item appears on WelcomeHome.

e You can select a picture for the item by clicking
Select image on the Add a feature page (assuming
pictures have been uploaded and are available
through the Image Picker.)

No reservations

before/after this
time

CrossFire - Reservable feature settings
Define the hours that the reservable item is available
for reservation in the Allow reservations overnight and
the Hours of reservations sections of in the Fees
section of the Add a feature page.

P Detail for this
reservation

No setup required for this field. Any information the
resident enters here will appear on the e-mail request
to reserve the item.

Rental fee (per

M

CrossFire > Reservable feature settings

Figure 12: MY APARTMENT page, RESERVATIONS tab: Reserve a Facility

Residents enter a request to reserve a facility by completing the fields in the
Build a Reservation section of the Reservation tab. The request is sent by e-mail
to the address set up for the leasing office in CrossFire - Portal content.

Reservation

hour) Define the hourly rental fee and the deposit for the

Deposit reservable item, if any, in the Fees section of the Add a
feature page.

Confirm When the resident clicks this button, an e-mail

message is sent to the leasing office requesting the
reservation. The request is also added to the Feature
reservations page of CrossFire. Leasing staff must
monitor the Feature reservations page in order to
collect fees and deposits, get signed agreements,
ensure that features are not double-booked, and
approve and deny reservations. Once a resident’s
reservation is approved, the resident receives an e-
mail notification confirming the reservation details.

© 2013 RealPage, Inc. CONFID
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MY APARTMENT - MY LEASE INFO —» My lease _
Product Center Setup Information

documents CrossFire A resident’s first and current lease may appear on
WelcomeHome if the resident completed the

e @ i B application electronically. Otherwise, the current lease
Villa Verano gL e may not be viewable until the resident completes an
online renewal of the lease.
Prreckay | beniatecuey || balivein | | g Besoaliay || (Mckeasinto Document For a resident’s leasing documents to be available for
Renessl  utnorcs Management review on the My lease documents page, the CrossFire

Online Renewals product center must be enabled.
Then, the packets and documents must be set up as
viewable on the resident portal in Document
Management.

My Lease Documents

-None--

Packets and documents intended for use on
WelcomeHome must be setup to autogenerate. Forms
(documents) added to packets must be set up for the
portal, as shown below.

Figure 13: MY APARTMENT page, MY LEASE INFO tab: My lease documents

The My lease info tab of the MY APARTMENT page has four features residents ] OneSite — Webpage Dialog ( Packets must be enabled to
. . . . autogenerate in order to be used
can use to stay on top of their lease obligations. The first two features, My lease e °
documents and Renewal, are driven by setup options in CrossFire and Document e | | cs
Version : Process | Lease renswal

Management. The second two features, Authorized Guests and Authorize a New

[¥ Enable packet for use [~ Enable packet approvals

¥ Enable packet auto generate/delete

Print order

Guest, are driven by setup options in CrossFire, Concierge, and Document

Management. Packet contents

Add new form I Add new ducument|

.
Forms must have a check mark in the

[ Partal column to enable them to
OneSite -- Webpage 0O
AR 2 autogenerate on the WelcomeHome
Document management se [
[ 3
I~ bled [ Required [ Po Auto Generate g e Fo pe
r r r Blue Moon SUP
r r r Blue Moon SUP
r r r Blue Moon GUA)
R - I~ i
Concierge Concierge product center must be implemented and

configured for WelcomeHome. If the property requires
residents to sign authorization forms in order for the
concierge to give keys to guests and let guests into

© 2013 RealPage, Inc. CONFIDENTIAL Page 19



apartments, then those Concierge documents must be
set up in Document Management. The seeded packet
called Concierge authorization and two seeded
documents are available for this purpose, shown

below.

TOEST

OneSite v| | Today | Prospects | Applicants | Residents | Faciities

| Docs | Reports, SDE and Tasks | Payl

New prospect | Available units | Find person | Calculator = Ledger = Service request | Accounting

Libraries Packet library (Make this yvour OneSite start page)

Forms library

Packet library Find | Packettypes All
Packets IE0

Actions Folders

Actions * [E]{Z§ Concierge authorization
) concierge Authorization
Actions * [# ] Lease renewal

Concierge Authorization
Version

Edit More * OneSite 12M6/2012 7:39 AM Prevj
1.0

& | OneSite -- Webpage Dialog

Document management setup - View packet

Name Concierge Authorization
Version OneSite 1.0

[¥ Enable packet for use

Print order

I~ Enable packet approvals

Cabinet Leasing

Process Concierge authorization

[¥ Enable packet aute gener:

Packet contents

Concierge apartme...

Concierge key rele..

Constraint Required Type Documents

Document Concierge Apartment Access

Document Concierge Key Release

RealPage WelcomeHome Settings Guide
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MY APARTMENT — MY LEASE INFO —» Renewal

Payments Service Reguests

My Lease Documents  Renewal

Renew Your Lease

null

© Your new lease will start on 4/30/2013
and will end on a different day
depending upon which lease duration

you choose

© You must choose from one of the lease
offers shown before 5/19/2013

© T you have any questions about your
re | offers. Please email the leasing

2. Review Lease Terms

3. Sign Your Lease

Authorized Guests

1. Choose a Renewal Offer >

Deliveries Reservations My Lease Info

Authorize a New Guest

Lease Renewal

Lease Duration

Lease Offer Introdugtion

CHOOSE A LEASE TERM
$1,455.00/mo. for 3 Months
$1,364.00/mo. for & Months

$1,334.00/mo. for 9 Months

RealPage WelcomeHome Settings Guide

e Allow access to manage the Incentives in
Online Renewals setup

CrossFire Online
Renewals

Setup -> Generalinformation and property settings - Centers
This product center must be enabled for the property
to offer renewals online through the WelcomeHome
resident portal.

Leasing & Rents
, CHOOSE A LEASE TERM

&

Leasing & Rents - Setup
The terms of the leases offered during renewal offers
are set up in Leasing & Rents. When you generate the
renewal offer through the Renew Now Wizard, you
select which of the leases that have been set up in
Leasing & Rents are presented to the resident through
the portal. Those are the lease offerings that show up
here.

Leasing & Rents
» Amenities as upgrades

$1,819.00/mo. for Month to month

The prices above are based on 4/30/2013 renewal date

Rent amounts include rent charges only, and do not include any items charged separate from rent

Leasing & Rents - Setup - Maintain site amenities

CrossFire - Online renewals setup - Upgrades
Amenities can be offered as upgrades by setting up
the floor plans that are eligible for the amenity, as
shown below.

Cance‘ |:|

Online renewals are set
Management.

up in CrossFire, Leasing & Rents, and Document

Product Center

Setup Information

RealPage Central
User rights

RealPage Central - Setup - Users
There are specific user rights required for setting up
online renewals:

e Allow access to manage the setup information
on the General, E-mail invitation, Portal
notice, Lease offer introduction, Review lease,
Sign lease, and Renewal receipt tabs

e Allow access to manage the upgrades in

Online Renewals setup

Today LeaseStar | Prospects Reports, SDE and Tasks
Available units | Find person | Calculator | Ledger | New PO | New Invoice  Service request | Accounting
Maintain site amenities
o = Floorplan / Associated by Associated by
Property ™ ot Floorplan Untt
Adding amenities to floor plans will not affect the market rent.
= Amenity Assigned to Dnline Renewsl upgrade Online Leasing upgrac
Description Value Search group Floorplans Units View Hame Eligible floor plans Eligible units
Built-ins And Shelving
Wet bar 0 Wet bar 5 a 0 a
Window seats 0 2 0 0 0
Kitchen
Granite countertop 50 Stonelgranite countertops 5 0 Beautiful oranite countertop 4 0
Hardwood Kichen floor 50 2 2 Complete your home with hardwood floors 2 2
Kitchen Appliance
Refrigerator 25 Side-by-side refrigerator 0 0 Uparade to a larger refriqerator 2 g
Laundry
Stackable washeridryer 50 Stackable washeridryer s 0 Stackable washer/dryer 0 g
Living & Dining Areas
Hardwood 150 Hardwood floor s 0 Hardwood 0 g
CrossFire CrossFire - Online renewals setup - Upgrades
Upgrades After amenities have been set up as upgrades, you

must enable those amenities as upgrade offerings in
CrossFire . If you are also allowing rentable items (also
set up in Leasing & Rents) to be offered as upgrades,
they must be enabled as such in CrossFire , as shown

© 2013 RealPage, Inc.
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below. Rentable items that have been set up in
Leasing & Rents can also be offered as upgrades
during online lease renewals by selecting the Do you
want to display rentable items in Online Renewals?
check box on the Upgrades tab.

# | CrossFire Online Renewals setup -- Webpage Dialog ]

([CrossFire Online Renewals setup

Email invitation & offer Lease offers introducti Review lease

: 2 Sign lease
Renewal receipt Y Upgrades Y Incentives Sign additional forms email

The text you enter here is the main instruction for the "Upgrades” page that will be displayed to the residents on the
“Upgrades” page of your resident portal if there are any upgrades offered for the that floer plan that the resident is in.

Click here to see an example of where the text is used.

Click [Edit] to change this text Edit]

“four apartment community provides you many ways to customize your home to fit your lifestyle and needs. In addition to
|| upgrades to your apartment home, we provide you rent options such garage or washer and dryer. For those who travel
[l frequenthy or just want to use your free time better, we offer you weekly maid services or can walk your dog 2x times a day for

a menthly fee. e
ﬁou must select this check box for

amenities configured as upgrades to
appear on the online renewal offer.

*fou can configure amenities to be offered to residents as unit upgrades at the time W‘fﬁewr leases.

Do you want to display amenities configured as upgrades in Online v
Renewals?

Amenities as "upgrades"

| Term to use instead of "Upgrade your
[l apartment”

The text you enter here is the upgrades offered as amenities instruction that will be displayed to the residents on the
“Upgrades” page of your resident portal if there are any upgrades offered for that floor plan that the resident is in

Click here to see an example of where the text is used.

m
=N
=3

| Click [Edit] to change this text

One of the GREAT benefits of living here is that we offer you the opportunity to custom your home.

Check the checkboxes besides the tems you want us to add to your home. ¥our menthly rent amount will be adjusted based on -
your selections.

/\_’ou must select this check box for rentable
f Mtems offered as upgrades to appear on

the online renewal offer.
| Rentable items as "rentable options”

| ~’ou can configure rentable ftems to be offered to residents at the time they renew M

Do you want to display rentable tems in Online Renewals? r

Term to use instead of "Add rentable options™ |

The text vou enter here is the "rent optiens” instruction such as garage or maid service that will be displayed to the
residents on the "Unorades” paae of vour resident oortal if “rent ootions™ are set uo for residents renewina onling.

RealPage WelcomeHome Settings Guide

Additional Information About Online Renewals

Renew Now Wizard
When you finish all aspects of online renewal setup, and then begin

processing online renewals for residents, you must always remember to finish
the lease renewal in Leasing & Rents by completing the Renew now/MTM
wizard. Receiving the resident's electronic signature (eSignature) and
completing the countersignature does not complete the leasing process. You
must have all of the required electronic signatures for the unit being
renewed, and you must complete the last three steps of the Renew now
wizard. Completing the Renew now wizard is what sets the new rent rate
with any increases and amenities the resident has added, and updates the
term of the lease.

Incentives
Incentives are set up through CrossFire . If you include incentives in online

renewal offerings, you will need to ensure that you have a business process in
place to account for the incentives that residents accept. There is not a way
within CrossFire or Leasing & Rents to account for the cost of incentives or
the reduction in your incentive inventory as the incentives are accepted by
residents when they renew online.

Online Renewal Setup Tabs
In CrossFire , you must review all the tabs of the Online renewals setup page,

shown below. Many of the text fields are optional, but there are other fields
that you will want to configure according to your property’s business rules
and lease terms and other legal criteria.

& | CrossFire Online Renewals setup -- Webpage Dialog 3

rossFire Online Renewals setup

General Email invitation & offer Portal notice Contact office Lease offers introduction Review lease Sign lease )
Renewal receipt " Upgrades " Incentives " Sign additional forms email
-y ———
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MY APARTMENT - MY LEASE INFO - Authorized Guests Additionally, there is setup to be done on the Portal content page of

CrossFire in order for deliveries and guest services to work properly in

WelcomeHome.

Payments Service Reguests Deliveries Reservations My Lease Info

My Lease Documents Renewal Authorized Guests Authorize a New Guest Page Setu p Info rmatlon

Authorized Guests EIeme.nt - - - -
Authorized CrossFire - Portal users - Edit - Resident profile

Another service we offer to our residents to make their lives easier is to give you the ability to manage who \Snl Guests

pe‘m\"ed Into yc apartment home for maid service, cable installation, etc. online. J/’ TO VieW the Authorized Guests a nd the Authorize a New Guest

|:| tabs, residents must be granted access to Online concierge

services for guest registrations in their Resident profile.

4 g Powered by
WelcomeHome
Privacy Policy

o/

* Authorized CrossFire - Resident portal setup - Portal content - Online
Guests concierge services
Message

You must first select the Enable concierge services online check

box before you will be able to edit the guest message. This check
box is near the bottom of the Portal content page in the section

titled Online concierge services.

Figure 15: MY APARTMENT page, MY LEASE INFO tab: Authorized Guests

The Authorized Guests tab on the MY APARTMENT page of WelcomeHome is CrossFire - Resident portal setup - Portal content - Online

available if your property is using the Concierge product center. This page lists concierge services
any pending guest authorizations for the resident. Depending on whether the Further down the same page, define the welcome message you
property requires guest and employee signatures to manage resident keys and want to appear on the Authorized Guests page of

WelcomeHome by filling the Guest tab in the first text box with
tabs under the Online concierge services section of the Portal
content page.

opening apartments for guests to enter, you may also need to set options in the
Document Management product center, as explained on page 16.

The text you enter here will gisplay as the instruction for the concierge service pag

Click here to see an exampld of where the text is used.

Another service we offer to our residents to make their lives easier is to give you ]
maid gervice, cable installation, etc. online.

- ___________________________________________________________________________
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MY APARTMENT - MY LEASE INFO — Authorize a New

The setup for authorizing guests involves CrossFire , Concierge, and

Guest Document Management.
L @ ﬁ 5] )&p\ A& Logout N
. e R, S i i o Page Element Setup Information
ittt Guest Information CrossFire - Resident portal setup - Portal content

-> Online concierge services
Concierge must be an enabled product center and it
must be configured for portal use before residents will
Authorize a New Guest be able to access and use the guest pages of
WelcomeHome. Online concierge services must be
enabled at CrossFire.

ALthorized Guests Authorize a New Guest

Access Details

CrossFire - Portal users - Edit - Resident profile
Residents must have access permission to use guest
e —— ves ® 1 and key concierge services.

1 Guest Information Y\ Key Permission

é Key Permission OneSite - Setup - Concierge
Key permissions and apartment entry are configured
® primarily through the setup options for Concierge.

Properties that require signature authorization from
residents as a condition of the concierge providing
keys or apartment entry to guests requires that a
concierge packet with those kinds of documents be set
up in Document Management, as explained on page
24,

Cancel |

Figure 16: MY APARTMENT page, MY LEASE INFO tab: Authorize a New Guest

When residents click the Authorize a new guest button, it opens the Authorize a
new guest sub-tab of the My lease info tab on the MY APARTMENT page of
WelcomeHome.
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MY APARTMENT — MY LEASE INFO — Submit a Guest

Page Element Setup Information
Authorization? Authorization Setup - Document Management > Manage
Document Types document types
If the property requires residents to sign authorization
S | I AR [ | IS e bt ] forms before staff provide guests with a key or entry to
DAL ST RSl L S L LS ) the apartment, make sure you have two document

Authorize a New Guest types enabled at the property:

e (Concierge Apartment Access

R e Concierge Key Release
Please review the guest registration and/or key access terms and conditions below.
Aeoees Authorization onesa s scout § Conuerge . Setup - Document Management - Packet library
Authorization .
In most cases, you will perform Document
Key Release ©@Read & Accept Packet
1 Management setup at RealPage Central and push the
Cancel Concierge authorization packet to the property. The
gt ~— Pt . packet is seeded and contains the Concierge
Figure 17: MY APARMENT page, MY LEASE INFO tab: Submit a Guest Authorization Apartment Access and/or the Concierge Key Release

document types.

Each document type has one constraint applied to it:
Concierge apartment access authorization and
Concierge key release authorization, respectively.

For properties that require resident signature authorization for concierge key
and entry service, when the resident submits a request for the service, the

resident is presented with the authorization forms for eSignature.

If the packet has been set up correctly for the portal, then the resident can click
the Read & Accept links, read through the PDF forms presented, and then apply
his e-signature, and click Accept to submit the signed form to the leasing office.

e ——
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MY PROFILE page Page Element Information Comes From or Is Entered Into:
Contact Information CrossFire - Portal Users - Edit - General
- ® A i e oot information
Villa Verano T e
| Emergency Contact | CrossFire - Portal Users - Edit - Emergency contact
Profile Information P Information
Change Hy Passions s | contact information Vehioies Access Information Find person - View - Miscellaneous
Hame Add a Vehicle Find person - View - Miscellaneous
Home Prone B If the resident requests to add a vehicle, it is added to
. — the information on the Miscellaneous tab of the
) Resident at a glance page as soon as the request is
Er submitted.
Ze e may Ly Request to Add Find person - View - Contacts - New
Emergeney Centact infermation [0 R // If the resident requests to add a minor resident to the
!j:mm i unit, an e-mail notification is sent to the e-mail address
Adiiess assigned to the Resident profile update notification
Home Phone type. This e-mail address is set up on the E-mail setup
H“P:“ page of Web site setup in CrossFire .
;\:ail -
Access Do not allow access
# Edit

Access Information
Property staffcan  NO
enter?

Alarm code

Pet warnings

Additional
comments

4 Edit

Figure 18: MY PROFILE page

The MY PROFILE page displays information from the OneSite Resident at a
glance page. This information can be entered by a leasing consultant or by the
resident through WelcomeHome. The resident can change some of this
information from the MY PROFILE page. There are no setup options that control
the information displayed on this page.
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Setup Information

MY COMMUNITY page, OVERVIEW tab

Page Element

Ianagement Team

Community Calendar

Community Resources

4 Newsletters,

Policies, Lease

/—!' Management Team CrossFire - Resident portal setup - Portal content
= @ i "‘ 7 : i "1’* In the Management staff section of the Portal content
Yilla Verano e ' _— page, define the names and titles of four property staff
contacts to display here.
Orecviw || St | o Community CrossFire © Upload documents

To provide residents a copy of the property’s
newsletters, policies, and forms, you must first upload

Forms, and

those documents to the appropriate sections of the

Kristin Whiteside o April 2013 ° Eoamniy ples. > i

s G R N R & /] Resident Forms Upload documents page.
1 3 5 8 >

g " - . B , OneSite - Residents ->Contact - Edit - Resident
= 2 = profile

Grace Andrews To view policies or newsletters, residents must have
access permission to Uploaded documents in their
Resident profile.

Utilities Directory CrossFire - Resident portal setup - Portal content
S To provide residents with contact information for the
Wainienanse Wanags community’s utility providers, define each provider in
the Utility contact information section of the Portal
content page.

/

kY

Nicole Reed

For each provider, you enter the type of utility, and the
provider’s name, phone number, and web site address.
You must also flag each provider you want to display in
WelcomeHome and the order in which they appear.
The Community Calendar shown here is a summary of
the information on the Events tab.

Figure 19: MY COMMUNITY page, OVERVIEW tab

On the Overview tab of the MY COMMUNITY page provides the resident with
names of the community staff, a calendar of community events, access to the

community policies and newsletters, and contact information on community
utility providers.

Community
Calendar
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MY COMMUNITY page, COMMUNITY INFO tab Page Element Setup Information
® P m @ ¥ Management Office CrossFire > Web site setup — Address & phones
Villa \5“L~}am S B B / Address and Phone | The property address and phone number are defined
e Number at the Address & phones option.
cxarion || commamity e e A Ly Community Map Setup - Crossfire — Property web site >Map &
directions
You can either upload a map of the property’s location
Management Teamn Community Information | or you can choose to use a Microsoft Map Point map.
o _wYahoo Driving Setup -> Crossfire — Property web site >Map &
et iniesiee / Directions and directions
Mapping Choose the option to Use map and driving directions
iJoe Atlen from mapping system? to include Yahoo links.
/—rDriving Directions Setup - Crossfire — Property web site >Map &
Grace Andrews directions
Include your own customized driving directions at the
Nicole Reed Map & directions page.
b Community CrossFire > Web site setup — Amenities - Click here
Bl Brower / Amenities to set up your amenities
The amenities listed here are the site amenities
defined for the property.
Figure 20: MY COMMUNITY page, COMMUNITY INFO tab
The Community info tab of the MY COMMUNITY page presents information
about the property and community amenities.
The community information is set up in the Web site setup section of the main
CrossFire page and the CrossFire section of the Setup page.
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MY COMMUNITY page, EVENTS tab
= 0] ok =)

Dashboard

Villa V":('EI’JH() My Apartment My Profile My Community
RTMENT HOME

Qverview Cammunity Info Events

Community Calendar Community Events

Chrome - the NEW Browser of choice
Su Mo Tu We Th Fr Sa !}F‘ Computer Classes ?
, 2 3 4 ﬁ‘i:.--;_i 5/23/2013 12:00 AM - 11:59 PM\
Location: Office
5 & 7 8 3 10 11
1 18

15 16 17
a E
a3 E

(] May 2013 [+]

Communit
- Other

Figure 21: MY COMMUNITY page, EVENTS tab

e left
side of the page. When a resident clicks a day with an event, the event detail

The Events tab displays a color-coded calendar for the current month o

displays in the Community Events section of the page. Clicking the right-arrow on
an event displays the event details. The information displayed on this page is set
up on the Calendar of events page in CrossFire . Complete the following options
for each event, categorizing each event as community, neighborhood, or other.

CONFIDENTIAL
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Page Element

Setup Information

Ly Events

OneSite -» Residents ->Contact - Edit - Resident
profile
To view the community events calendar, residents
must have access permission to the Calendar of events
in their Resident profile.

Event Title and

Ly Subtitle

CrossFire-» Resident portal - Calendar of events
To create an event for the calendar, click Add on the
Calendar of events page to open the Add an event
page. Enter a main title for each event. The subtitle is
optional.

pDate and Time

CrossFire - Resident portal - Calendar of events
For one-time events, enter the event date and time on
the Add an event page. For recurring events, enter the
date and time when the first event occurs, and then
define the frequency. You can also define an end date
and end time.

ALocation

CrossFire - Resident portal - Calendar of events
On the Add an event page, enter the location where
the event occurs.

AImage

CrossFire - Resident portal - Calendar of events
On the Add an event page, upload an image for the
event. Or, you can a graphic icon instead of a picture.

A Details

CrossFire - Resident portal - Calendar of events
Enter a more detailed description of the event if
necessary.
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E-mail Notifications

New Resident E-mail Notification

If you want to customize the wording and overall content of the first e-mail letter
a new user of WelcomeHome may receive, you should configure the Portal e-
mail setup page in CrossFire.

CrossFire - Resident portal setup - Portal e-mail setup

Property Staff E-mail Notifications

The E-mail setup page in CrossFire is where you set up who within your company
receives the different types of e-mail messages that are automatically generated
by CrossFire . On the right of the page, each category of automatic e-mail is
listed, with the address(es) that will receive that automatic e-mail message
beneath it. Use this page to set up the property e-mail addresses and then map
the various types of notifications to those addresses. You can map multiple types
of messages to the same address.

CrossFire - Web site setup — E-mail addresses

To ensure that the appropriate individuals and groups are notified when
particular inquiries and events occur, take care to set up the following e-mail
addresses appropriately.

e Billing inquiries: Depending on the template used for your web site,
there may be a link for residents to click when they have a question
about billing. The link will be associated with the e-mail address you
enter here. Make sure this e-mail address is one that is monitored
frequently.

e Comments & suggestions: Depending on the template used for your
web site, there may be a link for residents to click when they have a
comment or suggestion regarding the property and community. The link
will be associated with the e-mail address you enter here. Make sure this
e-mail address is one that is monitored frequently.

e Daily appointments e-mail: Depending on the template used for your
web site, there may be a link for residents and prospects to click to set
up an appointment with your office personnel. The link will be associated

with the e-mail address you enter here. Make sure this e-mail address
is one that is monitored frequently.

General: Depending on the template used for your web site, there
may be a link for residents to click when they have a general inquiry
about the property, or have other communication they want to share
with you. The link will be associated with the e-mail address you
enter here. Make sure this e-mail address is one that is monitored
frequently.

Notice to vacate: Depending on the template used for your web site,
there may be a link for residents to click when they want to give
notice that they will be moving out. The link will be associated with
the e-mail address you enter here. Make sure this e-mail address is
one that is monitored frequently.

Renewal notice: The leasing consultant assigned to a renewal will
receive e-mail messages regarding the progress of an online renewal.
If a renewal is assigned to “House” rather than to a specific leasing
consultant, then the e-mail address that you put here is the address
where automatic e-mail messages regarding renewals will be sent. If
there is no e-mail address set up here, then the automatic e-mail
messages regarding renewals will be sent to the property e-mail
address in setup entered into General information and property
settings.

Resident profile update: When residents renew any of the
information on their profile through WelcomeHome, a notification of
that update will be sent to the e-mail address for this notification
type.

Transfer notice: Depending on the template used for your web site,
there may be a link for residents to click when they are requesting a
transfer to a different unit. The link will be associated with the e-mail
address you enter here. Make sure this e-mail address is one that is
monitored frequently.
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