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How to Enter a Prospective Resident:

Once the site team has toured a prospective resident, they must enter all information into Onesite. This
is done so that we can track all traffic and the reasons the prospective resident did/did not rent at our

property.

Click Prospects tab
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e Click New button

e Complete relevant fields (boxes in red) and save.
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Onesite/ParaWest Application Process:

e View Prospect Record
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Enter or Verify General Information (This goes on for several screens)
Enter Rental History

Enter Employment History

Enter Emergency Contacts

Enter Vehicle Information

All Other Information

Click Save- Click Next

‘paviion - A Sample 120.020.090.005 ", 0| o

Select unit &

Quote Lease Waitlist

Status price. start count
No items

“ 4 Page 10f1
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Quote for Unit 86-223 (4X1 - 1050 sq.ft.) HILLSIDE APARTMENTS

When you close, you will view a screen to verify choices. If all is correct, click finish.

120.020.050.005 ,*, @

— Unit details
Bedrooms: 3
[ Showedunt

Bathrooms: 3 Awvailable: 04/25/2014

Ready date: 06/27/2014

Deposit: § 1050 *
* Deposit amount doss ot include any pet or other sdditions deposits

Additional Options.

Quote price before specials: $ 1240.00

Lease start [08/13/2014

Lease term

[Twelve Nonths]

Lease eng |08/3172015

Payments | Jan Feb Mar Apr May Jun

Jul Aug Sep Oct Nov Dec

785.00 | 1240.00 | 1240.00 | 1240.00 | 1240.00

1240.00 | 1240.00 | 1240.00 | 1240.00 | 1240.00

1240.00

1240.00 | 1240.00

Quotes: 1

Thursday

Override, then Finish.

=) Sample, A - O
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Quote for Unit 86-223 (4X1 - 1050 =q.ft.) HILLSIDE APARTMENT S

 Unit details

120.020.050.005 ', @

Bedrooms: 3
[] Sshowed unit

Bathrooms: 3. Available: 04/26/2014

Ready date: 08/27/2014

Deposit: § 1050 *
* Deposit amount does not include any pet or other additionsl deposits.

Additional Options.

£ Save quotel (gen-996-001) - Webpage Dialk

e

http:// parawest onesite.realpage.com/shell/s

log
genericmodals/supermodalgeneric htmirc=4

Lease expiration percentage exceeded

This lease ends in a

you

Lease start
s What do you want to do?

Payments

- |

Dec
1240.00

8
207 PM
Thursday
8/7/2014




e Verify that deposit information is correct. Fill in red boxes, click next.

Apotiow - A Sample (Unit 86-223) 120.020.000.005 %, 0| o

— Duei Jiately
ipti $SAmount

Floorplan deposit, X1 (unit 85-223) =1,050.00
Total $1,050.00

r Due at move-in
Description SAmount

+ Fees and deposits Total $0.00
Summary

— Miscellaneous

Reason for leasing | -Select reason for leasing-

Late method | Selectlate method -

Leasing Consuttant | Caprice Stokes.

You have now successfully entered an application!!! ©
How to Screen an Applicant:

After the application process, the future resident moves into “Applicant” status. Going from prospect to
applicant to screening the applicant is usually one process. The process has been divided here for
training purposes.

e View applicant record, click screen now. Select applicants to screen. Initially, you will select all
applicants for screening.

‘Sample, A (Unit 86.223)

Vhat do you want to do next?
1 you are ready fo colect a paymes, cick Coliect payment
+ depost

1 you are ready 1o colect a depost, chck C
It you are ready fo screen the appicantis), oo,
1tyou are reacy 1o 3ign the iease, clck Lease sined




Complete all information on Leasing Desk screens. Make sure to fill in all red boxes.

LD)- teasincpesk

Applicant information
Hote: To ensure the most accurate check available, please inclu

e full middle name
Applicant Information
I ]

SSN /TN Birth date [12/08/1872
[ | |

First Middle  [Training

Current Address Clear address

United States

12345 Sample Street

Country

Address1

Address2 ‘

Cty, State ZIP [oakiand | |CA7 California

Move-in

Previous Addresses

Identification
Note: A valid state-issued driver's license or ID is preferred.

D5096588
CA - California

Number

State

Thursday

Applicant Type (o Social Securtty Number

I [] Mo Middle Name:

Gender

Contact Information

Home phone

(510) 5556855
|sample@yahoo.com

‘Work phone

E-mail

Applicant Question(s)
[]Has been evicted?
[[]Has felony, sex-related crime, or misdemeanor assault conviction?

Financial

Rent

g 1,240.00]
Monthly income ] 5,416.67]
Other income 5

Once all applicant information is entered, you will be able to “run” the applicants for credit and

criminal records. Enter your Onesite password in the red box at the bottom of the screen. Press

Enter.

t.onesit

& http://para reening/shell3p.htm?mod:

LD LEASINGDESK

By ordering this consumer credit report, | am certifying to RealPage, Inc. that | have the writien permission of an applicant for a rental agreement, that | understand what a permissible
purpose for requesting a consumer credi report is pursuant to the Fair Credit Reporting Act and the Screening Agreement with RealPage, Inc., that | have a permissible purpose for
requesting this report, and that | understand the FCRA provides that "Any person who knowingly and willfully obtains information on a consumer from a consumer reporting agency
under false pretenses shall be fined under it 18, United States Code, imprisonad for not more than 2 years, or both.”

SSHATINIGOV,
Issued ID

Previous
Address
Previous Address

Resubmit|
Birth date_Gender Evicted? Criminal? Credit?

12/08i1972 Female

Address
12345 Sample St

City, State and Zip

|4 Training Sample Oakiand, CA 94505

Fage 10f1

The above information is correct

Release form is signed by applicant

| S—

Thursday
8/7/2014
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e  You will get a “processing” screen. Once the processing is complete, Leasing Desk will give a
leasing score and a suggested result.

. hitpi/

Actions sample, A Training ser3to00 @

Ed applcation
App Group D 193

aMake decision

oRecord activity

aprint activity i print

‘Applicant Type [Scoring Factors
No Social Security Number

'™ ATraining Sample

D Akris

@ Federal Criminal Processing.
@ Sex Offender Criminal Processing.
@ Criminal Processing.
@ Rental History & Eviction Procassing.
@ Check Writing History Processing.

Wonthly Rent 1240 Property Nams  HILLSIDE APARTMENTS
lontnly Income 5416.67 SubmittedBy  Caprice Stokes

Other income 0 Submission Date 08I07I2014

Potental Decision By

Rentlimis  NA Decision Date:

37PM
Thursday

=T ]

[ - Onesite - Windows Intemet b = o
[~l 7
o4 http://parawest.onesite.realpage.com/shell/shellchild. htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000%:2C421 | (|- 44 Fina -
Actions Sample, A Training scratooo0 @ .. [|RC AAB sssce - C? k 2, Replace
- 2 Title Subtitle | _ Change
oEdit application S = o
S App Group D 193 1 Styles L e
% | Editing
oMake decision il
P
oRecord activity
Print activity The final result is N
Applicant Type Scoring Factors |
No Social Security Number 770
'w A Training Sample
D Alerts
@ Federal Criminal (Details) L
@ Sex Offender Criminal (Details)
@ criminal (Details)
@ Rental History & Eviction (Details)
‘ @ Check Writing History (Details)
Monthly Rent 1240 Property Hame  HILLSIDE APARTMENTS
Monthly Income 5416.67 Submitted By Caprice Stokes
Other income 0 Submission Date 08/07/2014
Potential Decision By
Rent Limits 1813 Decision Date
’ £
[ ]
s >
Clost 2
239 PM a s
Thursday - — _ -
Y (i 3
Page:11of 11 | Words:306 | <5 | IEFE 100% (-0

e Choose to either edit application, make a decision, report activity or print activity. Then click
close.
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243PM

Thursday
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If you choose to make a decision, a new screen will appear that will offer decision choices.

|~ Onesite - Windows Intemet Explare

Actions

Edit application

oMake decision

o Record activity
o Frint activity

Sample, A Training

App Group ID 193

‘Applicant Type

No Social Security Nl{

"w ATraining Sample]

Monthiy Rent 1240
Monthly Income 5416.61)
Other Income 0
Potential

Rent Limits. 1813

Page: 12 of 12

Words: 383 | <5 |

Nothing in RealPage LeasingDesk should be construed as legal advice, Inciuding any suggested letters or forms. If you have any questions as to
the legal impiications of using any suggested letter or form in RealPage LeasingDesk, you must consult your own legal counsel for advice.

The final determination for this application is:

Print oK Cancel Help

You have successfully entered and screened and made a decision on an
applicant! Congratulations!

T
[ - _*
= -

[ 7

" hitp://parawest.onesite.realpage.com/shell/shellchild.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000%:2.CA91 A Find -

AaBbCc. % a g,
= = = = 23 Replace
5 LeasingDesk Screening - Decision (scr-350-001) - Webpage Dialog Subtitie | Change
T styles~ | bg Selectr
[ @ nitpu/parawest onesite.tealpage com/screening/decision/ decisionG.htm?GrouplD=1936rc~43L63€1231,111000000001000000000C x| Editing
Bl sopicant & Training Sample Result Pass Eal
Address 12345 Sample St Last edied by 16381234 -
Oakland, CA 84605 US Last edit at 8I712014 4:30:57 PM

(]

tlwow4
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How to Cancel/Deny an Application:

e View Applicant Record. Once approved, applicant becomes a resident. Click deny application or
cancel application. Complete fields.

stionesite. realpage.c

S REALPAGE

OneSe |- | [ Todsy | Prospects | Appicants | Residents | Repors, SDE and Tasks |

HILLSIDE APARTMENTS &
Thursday, Aug 7

Administraton * Setup * Leaming

New prospect  Availableunits | Findperson | Cakulator | Ledger = Accounting

Caprice Stokes / Sign off.

Residents - this is your start page
Residents [Print| Find [Name ~] Find

Unit *__ Last name ~
86223 Sample

Lease signers only?

Lease
start ™
08/13/2014

Actions
View More

First name ~ _Phone ™ Move in ™
H: (510) 5556555 08/13/2014

Head of household only?

end ~
0813172015,

[] [Refresh| [Find by name ~]
Lease

Move out ™ Balance ™ HH ™ CS *_status ¥

5000 H S Approved final

“ Page 101

Nameh A'BCDEFGHIJKLMNOPQAGRSTUVWXYZ

Unitiname history

s
252PM
Thursday
2014

res-001-001

@

A3 http://parawest.onesite.realpage.com/shell/shellchild.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000 %2 C4916381 231 5:2CCSTOKES2 80u=221 %:2C111111011010000001000 &showFull

Actions

aPrint forms

Sample, A (Unit 86-223)
Status  Applicant

T Balance $ 0.00

o Change move-in date
o Change unit

Contacts | New

Actions

Current charges $ 1,240.00
Deposits still due § 1,050.00

olease signed Hame Relationshi Phone ast screen
Edit bores S A Training Sample Head of househokd H: (510) 555-5555 Aproved final
o Screen now
oAdd to Exclusion List
o Cancel application “ Page 1of 1 y

oDeny application Unitiname history

r— Lease summary _Edi

oWaitiist applicant

*5 = Lease signer, C = Co-signer; G = Guarantor; F = Former resident

o Rentable/assignable
items

Applied

Lease signed Required deposit

Lease start 081302014 Deposits still due £1,050.00
oEnter charge

Lease end 08/31i2015 Times late []
oEnter payment

Wove-in Times NSF [

oEnter credit

Household language English
OReverse

08/07/2014 Leasing consultant Caprice Stokes Credit approved by
$1,060.00 Lease approved by

oResident ledger

o Specialicollection Actions _ Lease Amount

Print | New-current Rent tem Currenf .

Freq Startdate  End date  Last billed

Hext due

status. Ho items
oRecord activity
o Send e-mail
“ Page 10f 1 » o

*Transaction category

4 PM
Thursday

Merge field test

014

http://parawest.onesite.realpage.com/rents/new_resident/ residentsummary/summarytab. htm?rc=4916381231,11100... |

120.040.040.010

@ .

13



e Enter reason for cancel, then click save. Note: Deny application should be used for persons who
fail screening.

Cancel application - Sample, A (Unit 86-223) 120.030.070.005 ., @

oute

e

You have successfully Canceled/denied an application! Awesome!!

14



How to Enter a Transfer Request:

e View resident record. Click Move Outs/Transfers. Click transfer request, click new quote. Select
new unit for resident. Follow exact steps you would for applicant.

A (Unit 86-223) - |
" http://parawest onesite.realpage.com/shell/shellchild. htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000%:2C4916381 231 562 CCSTOKES2 Bu=221 %2C111111011010000001000 &showFull
Sample, A (Unit 86-223) 120.040.0¢0.010 @ ',
.
Status Current resident Current charges § 1,240.00 Balance is due o
O MOVE OUISATANSTars & b e $9.033.00 Wwhars th Deposits stil dus § 1,050.00
o Undo move-in : |
FE—— Contacts [ien|
- Add fo Exclusion List Actions = Name: Relationship Phone
|Ecit Morey  SA Training Sample Head of househald H: (510) 555-5555
o Rentable/assignable
ftems »
oEnter charge “ 4 Page 1 of 1 b ow
WETET T Unit/name history =5 = Lease signer; C = Co-signer; G = Guarantor; F = Former resident
o Enter credit
oReverse transactions | | L88S@ St y Leat]
e Appied 0810712014 Leasing consutant Caprice Stokes Cradt approvad by
Lease signed 0810712014 Required depost $1,050.00 Lease approved by
o Specialcoliction Lease start 03/07/2044 Deposits stil due 51,050.00
stalus Lease end 0813472015 Times late 0
CHE e Move-in 0810772014 Times NSF 0
0 Send e-mail Household language English
il print | [New-current| |_Renttem | [Current v
Actions _Lease * Description Amount  Freq P Startdate Enddate  Lastbilled Nextdue
EditDelste 259 CA Rent $1,240.00 Monthly . O0BN7/2014 123172099  0BN07/2014 0910172014
“ 4 Page 1 of 1 b ow
*Transaction category
Merge field test v

Thursday

2014 Close

arawest.onesite.realpage.com/shell/shellchild.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000%:2.C4916381231 %2 CCSTOKES2 &u=221 %2(C111111011010000001000 &showFull

Actions Sample, A (Unit 86-223)
oRenewals

120040040010 @ ..
Status _Current resident Current charges S 1,240.00 Balance is due A
Move outs/transfers Deposits still due § 1,050.00
Transfer request
Undo transfer
ve notice
0 Add to Exclusion List

»
0 Move outsftransfers »

0 Undo move-in

0Screen now

Relationship Phone Last screen

Head of household H: (510) 555-5555 Approved final
o Rentable/assignable

tems .
oEnter charge “ 4 Page 1 of 1 o
WIS EL Unitfname history =5 = Lease signer; C = Co-signer, G = Guarantor; F = Former resident
oEnter credit
oReverss transactions | | [ LEASE S y Lest]
o Reskdent ledger Applied 0810712044 Leasing consultant Caprice Stokes Credit approved by

Lease signed 0807/2014 Required deposit $1,050.00 Lease approved by

0 Specialcolection Lease start 08107/2014 Deposits stil due 51,060.00

s Lease end 08131/2015 Times late °
Py Move-in 0810772044 Times NSF o

Chstclie gl Household language English

led billir

Print | New-current| | Rentitem | [Current v

* Description Amount Freq P Startdate End date ast billed  Next due
CA Rent $1,240.00 Monthly ~ ,/ O0B/07/2014  12/31/2089  08/07/2014  09/01/2014

“ 1 Page 1071 v

N * Transaction category

™ @ .l

Merge field test v

Close

42 PM
Thursday
2014

15



Thursday
2014

Thursday
8/7/2014

W hith '/ parawest.onesite.realpage.comy/shell/shellchild.htm?c=1110000000010000000f

Progress
1 Select unt
2 Scheduled Biling

3 Additional options
4 Rentable fems.
5 Fees and deposis

& Summary

— Prospect

Transfer appiication - 33

Action

ble, A (Unit 86-223)

Select unit

Quote
Unit Status price
Leased

$1240.00

Lease
start
08/13/2014

08/31/2015

“

Page 10f1

To view the quote, please click the rent amount ink

4916381231%2CC

120.020.015.005 ,*, @

Interested in [-Select fioor plan group-| %]
Needed by [08/13/2014

— Desired features

Price desired [-Select range-

Pets [-Select response-

Floorplan  [-Select fioor plan

Desired floor |-Select level- :

Unit

[ 101t Ceiling
[] 9t ceiling
[] Access gate

<

[ cable available Oc
[] cathedralivaulted ceiling

[] Ceiling fan guest bedroom [ ] Corner unit

[] Controlled building access

room [

[] Fireplace
[] Fitness center

Dteer
] neic
[ st

>

Units available

Actions Unit Status ™ Avai

#of unts [20

Date ready
for move-
ilable in

Quote
Quote
Quote

86-103
88217
87-208

Vacant ready 11/07/2013
Vacant ready 10/04/2013
Vacant ready 07/01/2014

Ready
Ready
Ready

Desired
features Beds/baths  Size

Print list

Addtl
Deposit_Offer price Info*
845

Quote 86209 Vacant not
Quote 87-205 Vacant not
Quote Vacant not
Quote Vacant not
Quote Vacant not
Quote Vacant not
Quote Vacant not

. O7M1/2014 0TMB2014
. 07/30/2014  08/06/2014
07/28/2014  08/06/2014
08/04/2014  08/09/2014
. 07012014 0T/04/2014
082272013 12/01/2013
120372013 12102013

[ S N R

X1

“

Pagelof2 12

o

Units matching waitist

*Legend: M= mobiity, H= hearing, V= vision, D= death

%:2(C111111011010000001000 &showFull
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Progress

1 Select unt

2 Scheduled Biling
3 Addtional options
4 Rentable tems

5 Fees and deposits
6 Summary

Progress
1 Select unit

2 Scheduled Biling
3 Additional options
" P

120040060000 ,", (@

Transter sppicaion - Sample, A (Unit 86-223) transferring to unit 86-103)

Select unit
Waitlist

count

Lease

end
08/31/2015
08/31/2015 0

Lease

start
08/13/2014
08/13/2014

Quote
price
$1240.00
$1150.00

Unit Status
86223
® 86-103

Action

Quote

Page 10f1

“ o4
To view the quote, please click the rent amount ink

Verify scheduled billing. Click next. Go through all screens just like you did initially with the
applicant. At final screen, make sure all red box items are complete.

Transfer sppicaion - Sample, A (Unit 86-223) transferring to unit 86-103) 120.040.060.040 " ﬂ

r Due il iately
Description

$ Amount

1x [[24500] = ses00

Floorplan deposit, 3X1 (unit 85-103)

5 Fees and deposis

& Summary

Total $945.00

r Due at
Description

Total

— Miscellaneous
Move out
aate |

Reason for [

/o

Late
method

You have successfully transferred a resident to another unit. You’ve GOT this!!
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How to Give Notice to Vacate:

e View resident record, click move outs/transfers, click give notice, complete relevant
information, click save.

Sample, A (Unit =
", hitpi//parawest onesiterealpage.com/shell/shellchild. htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000:2C4916381 231 562 CCSTOKES2 Bu=221 %2C111111011010000001000 &showFull
Actions Sample, A (Unit 86-223) 120040040010 @ .\,
oRenewals " Stas Current resident Current charges §1,240.00 Balance is due o
olove outstransfers »  Move outsitransfers Deposits stil due $ 1,050.00
@I Transfer request
Undo transfer
aScreen now Give notice
| 0Add to Exclusion List | Move out £ Relationship Phone Last screen
T Head of household H: (510) 555-5555 Approved final
oRentablefassignable
items ,
oEnter charge “ Page10f1 s
DENE e Unitiname history +5 = Lease signer, C = Co-signer; G = Guarantor, F = Former resident
oEnter credi
Reverse transactons | [ L@@Se summary
o Resident ledger Appiied 08/0712014 Leasing consuttant Caprice Stokes Credit approved by
L ed Required depasit $1,050.00 Lease approved by
Specialcallection Lease start 08/0712014 Deposits st due 51,050.00
staus Lease end 08312015 Times late: ]
CEEse Wove-in 0810772014 Times NSF 0
o Send e-mail Household language English
New-current] | Rent tem | [curre;
ons Lease * Amount  Freq P Startdste Enddate  Lastbilled Hextdue
Edit Delete 259 CA Rent $1240.00 Wonthly .~ 08072014 123112099  0B07/2014  08/01/2014
“ Page 1 of 1 ' o
“Transaction category
Merge field test v
0P
0

Give notice - Sample, A (Unit 86-223) 120.040.070.005 *, @

Enter and confirm the information below and click [Save]. Leaseend 083112015
Notice given on 08/07/2014

Notice given for [parmizone
Category of move Al

Reason for move IMovmg home

Override expected
ready-for-move-in date

Expected ready-for-move-n 3 Turn days: §
date

Forwarding address

Early termination fee  $0.00 (US Dollar ameunt)
Insufficient nofice fees $0.00 (US Dollar amount)

22
Thursday
2014

18



e Once resident is placed on notice, resident record should read pending m/o.

< parawestonesite, m

«"e Nttp://parawest.onesite.realpage.com/multishell/shell. htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000, 4916381231, CSTOKES28w=221,111111011010000001000 8¢ =02

& s REALPAGE H"'LS!DE AFA_RTME_NTS = Administration * Setup * Learning
hursday, Aug 7 (%)
Oneste  |-] [“Today | Prospects | Appicants || Resktents | Reports, SDE and Tasks
New prospect | Availableunts | Find person | Calculator | Ledger | Accounting Caprice Stokes / Sign off
: Residents - this is your start page res00l-001 @ ..
=) Residents |Print] Find [Name ~ Find Lease signers only? Head of household only? [ ] | Refresh| [Find by name v

Lease
Actions Unit ” Lastname ” Firstname ¥ Phone ~ Move in ™ start ™ end ™ Move out ™ Balance ¥ HHY CS ™ status
View Mores  86-223 Sample A H: (510) 555-5555 08/07/2014  08/07/2014  08/31/2015 08072014 §1,033.00 H S Pending M/O

Lease

Wi

“" o4 Page 10of1 r o

Hamer ABCDEFGHIJKLMNOPQRSTUVWXYZ

Unit/name history

You have successfully entered a notice to vacate! You’ve got the hang of it!!

How to Complete a Move Out-Close Account and Generate a Final Account Statement (FAS):

e View resident record, click move outs/transfers, click move out, complete required tasks, click
move out.

19



e To close account, move resident out at resident record screen, click close account, click close,
complete fields, click next, complete charges (PW managers do not enter charges on this screen.
Refer to move out procedures packet provided by facilitator), click next, review final account
statement. Make sure amount at bottom is zeroed out, click print, click finish.

parawestonesite.

«"e Nttp://parawest.onesite.realpage.com/multishell/shell.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000, 4916381231, CSTO 22111111101

. HILLSIDE APARTMENTS (=

ss REALPAGE " . .
b= Administration + Setup + Learning

OneSie |~ ‘ Today | Prospects | Applicants. [ Residents. \ Reports, SDE and Tasks |

New prospect | Availableunts | Find person | Calculator | Ledger | Accounting Caprice Stokes / Sign off
: Residents - this is your start page res001-001 @ .,
" Residents |Print| Find [Hame I~ Find Lease signers only? Head of household only? [ ] | Refresh| [Find by name ~]
(¢le Last name * _First name * _Phone Move in rt d Move out ™ Balancs H
jew Hore: 86223 Sample A H:(510) 5556555 08/07/2014  08/07/2014 08/31/2015  08M07/2014  §1,03300 H S Pending MIO
A Sample (Unit 86-223)
Renewals Enter ch
Generate renewal offers Enter charge
Frint reneveal offers —
Move outsitransfers Enter ersat
Cancel notice Reverse ransactions
— Change notice Resient ledoer
L\ ) Print move-out statement Specialicoliection stafus
Move out Record activity
W Screen now Send e-mail
Add to Exclusion List View aodress/phons
Rentableiassignable items
Rent item
Assign tem
View Rentable tems
View/Cancel waisted tem
“« Page 1 of 1 » o
lamer ABCDEFGHIJKLMNOPQRSTUVWXYZ

Unit/name history

Move-out - Sample, A (Unit 86-223) res-003-011

Please click a link to complete the task.
You will be able to click the Move-out button once all tasks are completed.

Additional tasks HILLSIDE APARTMENTS Move-out statement
Colect forwarding address 8603 Hilside 5t Scheduled move-out 08/07/2014 Bemm
Collect outstanding balance Oakland, CA 94605-3965
Updsate emergency contsct information (480) 9514872 Property date 08/07/2014
Print move-out statement
Elgible for re-rent

/ ASample(5) Yes  Lease information Deposit on Hand
Begin 080712014 Total 0.00
End 0813112015
Notice givenon  08/07/2014 Prorated billing
LTIy TRiesn Scheduled Scheduled Frequency Proration  Proration
Reason for moving  Moving home transaction  amount amount period
Leasing consuftant  Caprice Stokes ] 124000 Monthly o] e

Total due 41.00

Resident information
Name A Sample
Phone (610) 555.5555 “Move out date may differ from Proration Date if an Alternate Proration

Email sample@yahoo.c Date was entered at Notice fo Move Out.
om

*There may be other fees based on the terms and conditions of your lease.

Unit i
Unit

Floor level
Floor plan

Bedrooms /
bathrooms

‘Square feet 1050
Address 8603 Hillside Street #86-
223

Qakland, CA 84605

20



= parawestonesite,

foid http://parawest.onesite.realpage.com/multishell/shell. htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000,4916381231, CSTOKES28w=221,111111011010000001000&t=0=

S REALPAGE HILLSIDE APARTMENTS (&

Thursoay, Aug 7 ) Agministration * Setup + Learning

OneSte |+| [ Today | Prospects | Appiicanis || Residents, | Reports, SDE and Tasks |

New prospect  Available units  Find person  Calculator

| Ledger  Accounting Caprice Stokes / Sign off
_ Residents - this is your start page

res001-001 @ ..
i Residents [Print| Find [Name ~ Find Lease signers only? Head of household only? [ ] [Refresh| [Find by name v

Lease Lease
Actions Unit ™ Lastname ™ Firstname ™ Phone ™ ovein start ™ end ©  Moveout ™ Balance T HHT  CS ™ status ™
View More>  86-223 Sample H: (510)555-5555 08/07/2014  08M07/2014  0B/31/2015  08A07/2014 54100 H F  Pending FAS
A Sample {(Unit 86-223)
Llose account Specialcollection status
Undo move-out ——
Enter charge Send e-mail
Enter payment View addressiphone
z — Add to Exclusion List
) Reverse transactions
Resident ledger
“ Page 1071 row
lamed A/B CDEFGHIJKLMNGPAGRSTUVWXY Z
Unitiname history

21



How to Undo a Move Out:

e Do all steps for how to complete a move out. At resident record screen, you will click more, click
undo move out

- (o2 http://parawest.onesite.realpage.com/multishell/shell.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000,4916381231, CSTOKES28u=221,111111011010000001000 &:=02

| &
LSO REALPAGE HILLSIDE ':‘FARTME_NTS Administration *+ Setup * Learning
‘ hursday, Aug7 ()
Oneste |+| [ Today | Prospects | Appiicants || Residents | Reports, SDE and Tasks
@" New prospect | Available unts | Find person  Calculator | Ledger  Accounting Caprice Stokes / Sign off
Residents - this is your start page res001-001 @ ..
g Residents [Print| Find [Name ~ Find Lease signers only? Head of household only? ] [Refresh| [Find by name ~
[ Lease
Actions _Unit ~_Lastname ~ Firstname ~ Phone ™ Movein ™ start ™ end ~  Moveout ~ Balance ©  HH”  C5 ™ status ™
View More, 86223 Sample A H:(510) 5555555 08072014  08M7/2014 0813112015  0B/07/2014 54100 H F  FPending FAS
A Sample (Unit 86.223) A
? Llose sccount Specialcoliection status
4_ Undo move-out i
A ) Enter charge Send e-mal
Enter pavment View addressiphone
Enter credit Add to Exclusion List
:h Reverse transactions.
s Resident ledoer
“ 4 Page 1 of 1 r o
» lsmel A'BCDEFGHIJKLMNOPQRSTUVWXYZ
= it story
TR | Lotnerme pistory
s
2:45PM
Thursday
/2014

How to Print a Move Out Statement:

e View resident record, click print forms, click print move out statement, click print, click close.
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The next series of Onesite instruction focuses on accounting functions. RealPage Onesite does have its
own accounting software and if utilized in conjunction with RealPage Onesite operations management
software can be an extremely effective tool for financial and operations reporting. There are instances
however when the operations and accounting software are different. Information is then “pulled” from
Onesite via reports and entered into another application. For the purposes of this training, the focus will
be how to manage and navigate RealPage Onesite so that information is easily entered into other
software.

How to Post Scheduled Billing: Scheduled billing is a function that the site manager does to post the new
months rent to all residents at the same time.

e Click administration tab
e On the left hand side under leasing and rents, click other

e C(Click post scheduled billing, click preview, review report for accuracy, click post, click post
Give live demonstration of this, as scheduled billing has already been completed for the month.
How to Enter a Payment:

e View applicant or resident record
e C(lick ledger tab

e C(Click enter payment

e Enter information, click post

Note: Only basic screen shots can be done for this, any money entered (even for example purposes) will
affect/record on the AME reports. Give live example of how to enter and edit payments.
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'« http://parawest.onesite realpage.com/multishell/shell.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000,4916381231, CSTOKES2&u=221,111111011010000001000 &t=0

REALPAGE

HILLSIDE APARTMENTS
Friday, Aug & (&)

OneSite |- | [ Today | Frospscts | Appicants | Residents | Reports, SDE and Tasks |

Administration * Setup * Learning

New prospect = Available unts | Find person | Calculator = Ledger | Accounting

Caprice Stokes / Sign off

Residents - this is your start page

ast name
86223 Sample

Residents | Print| Find |Name . Find Lease signers only?

res-001-001
Head of household only?  [] | Refresh | |Find by name .
Lease Lease
First name Phone Move in start end Move out ™ Balance HH CS status ™
A H:(510) 555-5555  08i07/2014  08/07/2014 083172015 08/07/2014 $41.00 H F Previous

A Sample (Unit 86-223)

Final account statement

Resident ledger

Undo close account
Edit close account

Enter charge

Enter payment

Enter credit

Reverse transactions

Specialicollection status
Record activity
View sddress/phone

d to Exclusion List

"o Page 1 of 1 ro»
Hameb ABCDEFGHIJKLMNOPQRSTUVWXYZ
Unit/name history.

-1

e ..
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‘multishell/shell.htm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000,4916381231, CSTOKES28u=22111

Resident ledger - Sample, A (Unit 36-223 Find person 120.060.010.005 °, @

Ledger Resident - [ W unting View [ ] Open only

Reverse Enter charqe Enter credit Enter pavment

Action  unit Date Period ™ Ciri# ~ Code Charges _ Credits __ Balance]
\iew 86223 08072014 082014 RENT Move-out Credit $:092.00 241.00)
View 85223 08072014 082014 RENT Rent $1033.00 51032.00

“ 4 Page 1 of1
* D=Disputed charge; P=Preallocated Distribution

http://parawest.onesite realpage.com/rents/new._resident/ledger/ledgertal 4916381231 11100000000100000
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&
" httpy//parawestor multishell/shell strm?c=111000000001000000000010000000000000000000000000000000000000000000000000000000000000, 4916381231, CSTOKES28=221,11

Enter payment - Sample, A (Unit 86-223) 120.060.050.000 °, @

Status Former resident Deposit on hand $ 0.00 Balance £ 41.00

— Enter payment trar

Poment oy e

Mode of payment  Check.

Amount 5 41.00
Document number _
Received from A Training Sample

Description [Payment By Check ~ Sampls ]

Print receipt O Resutting deposit on hand $0.00 Resutting balance $ 0.00

Manually redistribute: O Resulting ledger balance $ 0.00

o

= & oM

How to Edit a Payment:

e View applicant or resident record, click ledger tab

e lLocate payment to be edited

e On the far left, click view for payment to be edited, click edit
e Complete fields, click post

How to Reverse a Payment:

e View applicant or resident record, click ledger tab
o Click view for payment to edit, click reverse
e Enter information, click post

Note, Reversing a payment can only be done with permission from the Area Director.

You have successfully entered, edited and reversed payments!!! You GO!! g

ooa0 |

-1
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At this point, you may have realized that Onesite is extremely user friendly and that all functions
completed in Onesite follow very similar paths. We will do exercises in live Onesite examples which
include:

e Posting /Changing Security Deposits

e Posting Quick/Subsidy/Misc. Payments
e Post/Reversing and NSF

e Repaying an NSF

e (Closing Bank Deposits

e Editing Accounts after Close Account

CONGRATULATIONS!! YOU ARE
NOW ONESITE SUPER-SMART!!
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