Electronic Tenant® Portal

Electronic Tenant® Portal: Access

2| thme CENTRAL PARK e [ =

The Electronic Tenant® Portal is an
invaluable hub providing 24/7 access to
any and all property information.

Communications can be posted through
banners and calendar events on the site to
provide you with up to date community
and property information.

3500WestOlive.info

Quicklinks

CENTRAL 5455 3500 West Obve Ave - urban, Calorm 1SCS. 89 9537500 worthe

£ | Home CENTRAL PARK

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

Go Mobile

By downloading and bookmarking the
Mobile Property App to your Smart-Phone,
you can add an icon to the ‘home screen’
of your mobile device and have all the
information and features of your Electronic
Tenant® Portal wherever you go.
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Amenities Overview
On-site amenities Include:

© City National Bank
@ Claim Jumper
o Coffee Central 1 Lmbre
o Courtesy Umbrellas \ prinze

o Electric Vehicle Charging Stations

o CENTRAL
PARK

Building Management

MANAGEMENT OFFICE:

3500 West Olive Ave
CENTRAL PARK 3500 West Olive Ave
Burbank, California 91505 - (818) 953-7500 (818) 953-7500 off

worthe CENTRAL PARK 3500 West Olive Ave -

Burbank, California 91505 - (818) 953-7500
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Tenant Center

(Service Requests, COl & Contact Management)

Update your contact information or
notification preferences seamlessly for
Property Management enabled
communications.

Submit and COl’s, contact information &
service requests.

Click below Tenant Center

First time logging in?

Simply click on the Request Account link and
enter the required fields of information and
click submit. Property Management will
review and respond to the request with the
steps needed to complete registration.

Download the App

The Tenant Center is available in the
Apple App Store and Google Play.

Search “Tenant Center”

# Download on the GET ITON
[ ¢ App Store ] ‘ > Google Play

Customize Notifications

Choose what and how you want to be
notified. Property Management can keep
you up to date on everyday events,
building announcements and emergency
situations.

Benefits of Registering

* Receive real-time alerts during property
emergencies.

* Be the first to know of new building
amenities.

Electronic Tenant Solutions
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Tenant Center: Registration

eve Free Coffee! - JBP Properties
B 2 & e - (=0 LA

management@jbpproperties.com
Free Coffee!

To worthe
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Free Coffee!

Enjoy a cup of
coffee on us. 1234
has a new tenant.
Please welcome
JahVa Joe Coffee to
the building..

| 0

Free Coffee

Free Coffee!
Enjoy a cup of coffee on us. 1234 has a new te
welcome JahVa Joe Coffee to the building. Ple|
below to get your check-out code.

Enjoy a cup of coffee on us. 1234
has a new tenant. Please welcome
JahVa Joe Coffee to the building.
Please use the links below to get
your register code.

QWERTYU I OP?
ASDFGHUJKL
*+ ZXCVaINMGE

2 @ saacz return

Manage Notifications

Receive Email noiifications
~) Qnly racaive high priorty email nofifications
Recelve Text notifications

Only receive high prority text notifications

Group ~) Tenant Rewards - Tenant Contacts
Dasariptian:

Building Alerts
Deseription: Do yeu wirl 0 be informed? Receive alurts about whit s haogenin,
around ke property.

71 Jogging Club
Description: Noorime joaging

Cafe Specials
Description: Sudscrios for spacial cafe deals!

Wellness
Description: Do ycu Ixe to 3= Fealty¥ Nofihcations regarding weliness.
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Service Requests

Submit and manage service and
maintenance requests. All requests are
immediately delivered to management for
review and action.

Two Options: Place requests through the
mobile app or your desktop!

Access (Click Here)

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.

Additional Communication

The Communication Log allows you to
communicate with management
regarding your request by allowing you to
add notes, ask questions or attach files.

Submitting a Request

Step 1: Choose the Service Request Type
(overtime HVAC, Lighting, etc)

Step 2: Enter the location and a brief
description relating to the request.

Please enter any and all information that
will assist management in locating and
addressing the request.

Billable Items

If your service request requires additional
charges not covered under your
company'’s lease agreement, you may
receive an email asking that you log in to
the Tenant Center and approve or decline
the charges.

Your Requests

Requests placed will display under
Your Requests option. All requests and
details can be downloaded for your
convenience.

Electronic Tenant Solutions

Manage Applications: Service Requests

Service Request Details
@ Cancel Request = Print...

Service Request Information

1D: 2332770
Dato Submitted: Feb-uary 12, 2018 at 1C:37 AM
Last Updated: Feb-uary 12,2018 at 10:37 AM

Company: Flectrnic Tenan® Solutiors
Contact: Eobhy Widmzn

Communication Log

Suite/Floor:
Phone:
Email: rwviliman@electroric:enant.com

Request Details

Service Type: HVAC Cold

Location: 300

Description: it's cold. Attach File To Note

Choose File | no file selecled

@ 5mb maximum file size.)

Adid Notes

@ Roquost Servico

m Actvo Roquects

= Your Requests

& Comgany Recuests

@ Mastsge Canler

L Accourt Detaks

A\ MNotifeation Praderances

Ciga Cut

Maintenance Request Details

D Plewe rote thal some equesls nay incur charges, In Uess instanoes, yoo will se notified oy the o

wenrriile of fers, pleate caTAct Fre MAIRgement OF e
Chease Serviee Type ™ Renuired Lacation " Requirad

Accees Card (attach form)

Request Description * Roquired

) Applicances
" Breakroom/Kitchen

Carpet Cleaning
" Cleaning/Janitarial

Electrical

) Blevator

" Fire Alarm System
Attach File To Request

Gorage Choose Filz  no flz seacted

0 (5mn maximum fie aee) @
General Maintenance

" Keys B Locks

SUBMIT REQUEST

< Back ) Commurications

Click here to hde details &

Valerias:
Labor

Materiols Tosx:
Laber Tax:
Sales Tax:

Tota: $225.0C

|, Robby Wildman, Approve Thess Billable Hems. By
150ING e ApHIove NoW DUNIDN yOU ACCapt all Charges
Istec above anc sgree o the

Terrs & Conditions ¥

BT

1. Hobby Wikdman, Decline These Billabie Rems. Ey
12pping e vecing Now button you oo not accept al
cherges lsted above and agmes G De

Torna & Cenditions ¥

Your Service Requests for y 2018

1»] Date Added Date Updated  Company Contact

2392558 Fo\!:n};a:y%, 2018 ff’:’a‘"’ 21,2013 Bactronic Tenant Solttions

February 20, 2018 February 20, 2018
239086 ... o

| Download CSV File

Jordi St. John
Tenent Admin

1251 FM Electronic Tenant Solutions  Tiffaney Coates

Service Slatus
Snow Removal T
Location: Maine office

Claaning

Location: suits 201
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Certificate of Insurance

Submit, view and track insurance
certificates.

Access (Click Here)

Once you’ve entered the Tenant Center,
the Certificate of Insurance Application is
accessed from the home screen - either
directly from the application display box
or from the dropdown menu.

Submitting a COI

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

Step 1: 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.

Step 2: 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.

Your Certificates

To view the details of the Certificate you can
simply click on the Certificate ID. This will
bring up all Certificate information that was
input into the system. Please note that you
will not be allowed to edit the Certificate.

If the Certificate submitted does not meet the
minimum insurance limits it will be marked as
“non-compliant.”

The right column will showcase the expiration
date with the nearest expiring COI at the top
of the list.

Based on management preferences you will
be notified via email to update your COI, if
needed.

Electronic Tenant Solutions
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Manage Applications: Certificate of Insurance

View Certificates
Add New Certificate
General Information
Date Added: Fabruary 22,2013
Building: RDI Tower
Company: Electronic Tenant Salutions
Expand All
B Insured
Hj Prosuooy
B Additional Insured
B Companies Affording Coverage
Policies of Insurance
1 General Liability Limits
) Automobile Liability
B Qeneral Liability Limits
E) Garage Liability _ . ~ ~
............................... { Claims Mada Conr s — Whaiveraf
£ Excess Liability Paliey Number
B Workors Componsatio| | Palicy Etective Dete a
£ Froperty insurance Palicy Expiration Date &
UMITS
B Crime
Each Occurrence:
B Emplnvee Practices In Minimum Limit Required: $1,000,000.00
£ Personal & Advertising Fire {any ana firc): Minimum Limit Required: $1,000,000.00
B cyh”.'d“my Med Exp (any one person):
General Aggregate:
Praduata.Comp/Op AGG:
B Other
Cther:
B Auiomoblie Liabllity
Lblud PDF Documen - Clrims Mada ~) oeeur " Incependent Contrectors
") Hired Autos. ~ Non-awned Autoa ~ Walver of Subrogetion
Please locate a PDF file on
end of the file). Policy .
Choase PDF: Policy EMective Dete a
Policy Expiration Date &
UMITS
Combined Single Limit [2ach accident):
Minimum Limit Required: $50,000.00
B :
olly tnjry (per aacidant) Minimum Limit Reguired: $100,000.00
Py 1y Da:
fepery Samags Minimum Limit Required: $150,000.00
+ Submit New Certificate
@ JpTodxe €3 Buires Scon @ Bpirec
Certificate ID Status Nearest Expiration
56993 22
(=) iR e Approved May 22, 2016
(=) 5638 Admin Review May 13, 2315
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Support

Help Center

Log in to your Tenant Center on the
desktop. Make sure to click on the RED
help button, and choose from categories
listed on right.

Contact Your Property
Management Team

If you have additional questions or are
having any issues accessing the Tenant
Center, please follow the link to connect
with your Property Management Team.

Electronic Tenant Solutions
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I Tenant Center

Jeey Terry

Help

Search Our Halp Documents m

Listec belcw zre links to frequently askec quesiio-s for the varous Ebecircniz Tznant® Solutions app czlions.
SImply o ¢k on tha links nelaw th Asw tne FAQ'S far @anh aoeddfec =pplicatinn. Please note, 23 naw f2atuema Help Categories

ars added (o e apclvslivos e Help Cenlsr will Ls upaled so be sure  choeck back regulary.

A% Cortificate of Insurance

Do | need to fill in all fields when
@ submitting a COI?

A Conference Rooms

Can | Cancel or Edit a reservation
Iﬂ after it has been approved?

support@ElectronicTenant.com - 202.342.7090 Ext. 101 - ElectronicTenant.com
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Service Requests

How to Review and Approve/Deny
Billable Charges

This Video Tutoria' exclains how 1o review
ANd than approve or dany billanie crarges
associzied with service requests

How to Submit & Manage Service
Requests

This PDF v n how to submit ssrvice
PROLASIS, v nage Axiating
rBCueE!s & vurcve/deny billable charges
RASDEATAD WIth BRUeIIS

How to Submit and Manage Service
Requests

Inis Viden Tutorial wil
subrmit and manage yo
Inel.ding I In =

xplain hew to

Vv Co recuests,
pesis and how 1o
operty Managemen:
=st

| can't see my service request when
| select the “View Requests"
option?

Tre view requssts cag
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