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CommercialCafé Tenant Portal Guide

This guide provides the Tenant Portal User with a short explanation and instructions on how to
use the most popular features of the Tenant Portal. The topics discussed in this quick guide are:

Tenant Registration
Retrieve Password

Editing Contact Information
Changing Passwords
Making Payments
Maintenance Requests

Tenant Registration

The User will receive an email invitation inviting them to register to use the Tenant Portal.
Within the email there is a link to the Instant Registration page that says “click here”.

1 and activate your account on our Tenani

Click here

Once activated,

The User is directed to the “Instant Registration” screen. Here the email field is automatically
populated and the User must enter a new password, and then confirm that new password. There
is then a link to view the terms and conditions, and then a checkbox to be marked saying they
have read and accepted the terms and conditions.

four username is your email address (JohnDoe@Prospect.com). You can change it after activating your account.
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Instant Registration

Password
Email: | johndoe@prospect.com
R re—— [ strong]

Confirm Password: | sseasees
Wiew Terms and Conditions.
# | have read and accept the Terms and Conditions.

Submit Clear

After filling in the fields, click submit and you will be redirected to the login page of Tenant
Portal. Enter the email used to register and the new password that you just created, click
“Login” and you are done.
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Remember Me

Forgot password?
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Retrieve Password

If the User forgets their password then they can click the “Forgot Password?” link on the Tenant
Portal sign in page.
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1 Remember Me
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Forgot password?

The User will be directed to the “Password Retrieval” page where they can enter their email and
certify that they are not a robot. Then click “Submit”.
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' Password Retrieval

§ Send below details

*Email : johndoe@prospect.com

\/ I'm not a robot
reCAPTCHA
Privacy - Terms

Click here to Sign In.

Submit
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The user will then receive an email with a link to click on.

=

User Forgot Password

Dear Doe John,

At your request, we have reset your password.

Please click the link below, which will prompt you to create a new password.

hifps:/icommercialcafe securecafe3 com/TenantPortalinorcross-plazza-8/UserRecoverPassword. aspx ?companyid=1158&key=fdtu2 575FD&Q29tc GFueUIkPTEXNTg % 3d-5xluAS2L pL0%3d
our account security is important to us. If any of the above information is inaccurate, please contact your property manager.

Thank you

When clicked on, the link brings the User to the “Password Recovery” page. The email field is
automatically populated, and the User needs to enter a new password, confirm that password,
and click “Change Password”.
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Password Recovery

Email: | johndoe@prospect.com
Mew Password:
Confirm Password:

Change Password Clear

Click here to login.

The User is then redirected to the login screen where they can enter the new password.
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Editing Contact Information

Once logged in to the Tenant Portal the system lands on the “home” page which contains any
Announcements and Calendar Events that have been set up in the system. In the top right

XL Doejohn [ Logout

—
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LEASE PROFILE . Desert,Sky,Mall
Lease P rOfI |e Norcross Plazza, Nyew York

MY ACCOUNT UNITOS

8 MAKE PAYMENTS
Contact My Space Charge Schedule My Clauses Options

B LEASE DOCUMENTS

- o L No Contacts Available.
PROPERTY DOCUMENTS 0 Contacts Availa

MAINTENANCE REQUEST

PROPERTY CONTACTS

SALES DATA

hand corner of the screen the Users name is displayed as a link. When the link is clicked it
directs the User to the “User Profile” screen. Enter any information in the correct fields and
click the “Update Information” button at the bottom of the screen.
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User Profile

Profile Information

First Name Doe
Last Name John
Office:
Home:
Mobile:
Region @ | United States [~]
Language [~]

Address:

City
State-Zip: ~]
Update Profile Change Login Credentials
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Changing Passwords

Once logged in to the Tenant Portal the system lands on the “home” page which contains any
Announcements and Calendar Events that have been set up in the system. In the top right

/ 4 poejohn  [2 Logout
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LEASE PROFILE ) Desert,Sky,Mall
Lease P I’Ofl |e Norcross Plazza, New York
MY ACCOUNT UNITO5

8 MAKE PAYMENTS
Contact My Space Charge Schedule My Clauses Options

B LEASE DOCUMENTS

5 0 = No Contacts Available
PROPERTY DOCUMENTS © Contacts Availa

MAINTENANCE REQUEST

PROPERTY CONTACTS

SALES DATA

hand corner of the screen the Users name is displayed as a link. When the link is clicked it
directs the User to the “User Profile” screen. Click the “Change Login Credentials” button at the
bottom of the page.
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User Profile

Profile Information

First Name Doe
LastName | John
Office:
Home:

Mobile:

Region @ United States ﬂ
Language: ﬂ
Address:
City
State-Zip: ﬂ

Update Profile | Change Login Credentials
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The link brings you to the “Change Login Credentials” screen. Here the email field is populated
automatically, and the User must only enter their old password, the new password, and confirm
the new password. Then click “Update Profile”.

Change Login Credentials

Login Information
*Email : JohnDoe@Prospect.com

*#0ld Password :

Mew Password :

Confirm Password :

Update Profile

When ready a message will pop up saying the password was updated. Click “OK” and you will
be redirected to the Tenant Portal login screen where you must login again with the new

password that was just created.

| SR R o N T R IR § IRA- SN SR _ et LIS |
Change Login Credentials
Login Information
*Email : JohnDoe@Prospect.com
*0ld Password: | ssssssssss
New Password: | ssssssse
Message from webpage *

Confirm Passy
] Profile Information{User Name/Password) Changed
& Successfully,
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Making One-Time and Recurring Payments

In Tenant Portal there is a “Make Payments” tab on the side menu. This is where a User can set
up their payment accounts, auto-pay, or make a one-time payment. Before any payments can be
made a bank account, debit card, or credit card must be set up. These three options are seen
under the “Payment Accounts” tab.

LEASE PROFILE Desert,Sky,Mall
PaymeﬂtS Morcross Plazza, New York

MY ACCOUNT UNITOS

MAKE PAYMENTS
Make Payments Auto-pay Setup Payment Accounts

LEASE DOCUMENTS

PROPERTY DOCUMENTS Ba n §_< AC counts
L

Use the bank accounts listed below to make one-time payments or schedule monthly automatic payments. A service fee of 1.95 will
oes not receive any portion of this fee. » Learn More

MAINTENANCE REQUEST

be charged at the time of payment. The property management comp

SALES DATA Grace & Test Lease 021114263 i Checking
testing 12345 123123123 FEEA*A0E Checking M
Test Account 123123123 +rar]23 Savings m
test emai 123123123 k3123 Savings m
Add Credit Card
Credit Cards
Use the credit listed below to make one-time payments or schedule monthly automatic payments. A service fee will be

included yment. The fee will be displayed for your review before ;ut;r\" tting the payment. The pr

5 not receive any portion of this fee. » Learn More

operty management
company does
v

Visa (Credit Card -5550

Debit Cards

ed below to make one-time payments or schedule monthly automatic payments. A service fee of 2.95 will be
payment. The property management company does not receive any portion of this fee. » Learn More

Use the debit card
charged at the tim

Card Type Card Number Description m

MC (Debit Card) HAHX-TBIE Auto-Pay Card

To link a bank account, click the “Add Bank Account” button which will direct you to the page
below. When adding bank account information the routing number is validated. If the user
should enter an invalid routing number the system will return an error. The bank account
number is not validated, so it is important to be extremely careful when typing in the bank

8
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account number. Once the routing number, account number, and other fields are completed,
click the Save button.

i i i FL = P .

Add a Bank Account

[ doe amith 1224
1234 Anystreet Courd
Anycily, AA 12345

Pary to the grder of

Dollars

Bank Anywhere
[l1zzase780 ], 123458780123 1234
"

i : =+ : = I_I_I
Check

Htrl.ltll'lﬂ Account
Numbser HNumber Humber

Account Name
Routing Number (2 digits)
Account Number (3-17 digits)

Account Type
Checking Account ﬂ

Set Default
O

To add a credit card click or debit card click their respective buttons and the following screen
will pop up.
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CARD SERVICES

Company Details Select Option

COMCAFE Credit Card
5B Road

goleta Card Information

6456454

. 455645454
4 Manesh.Moghe@Yardi.Com

The payment will show on your
statement as "Master Merchant CAFE™.

Billing Information

09 :48 Minutes
before session expires

Name on the Card +
EXP MM * EXpYY + CWICVD Code +

! e

United States
Address Line 1

Address Line 2
City

State

Zip

Your card information will be stored on our secure, PCl compliant server and
used in case a refund is requested or to pay anather charge from this merchant.

O I have read & agree to the terms & conditions

gy

Fill in all of the fields with the appropriate information, read and agree to the terms &

conditions, and then click “Save”. Whichever account the User set up is now be ready to use.
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To set up recurring payments click on the “Auto-pay Setup” tab at the top of the “Make
Payments” page. This provides you with a place to select an account, a start date, and which

day of the month to make the recurring payment. Click “Save” and the recurring payment will
be set up.

-— _— I - T ¥ ™\ . L Rl TR W
Desert,Sky,Mall
Paymer“ltS Morcross Plazza, New York
UNITOS
4

Make Payments Auto-pay Setup Faymeant Accounts

New Monthly Auto-Pay Setup For Lease Charges

Your scheduled charges for the current period are 4,156.46/month

Select Payment Account

11




\ YARDI

To make a one time payment, click the “Make Payments” tab. This brings you to a screen that
shows the “Current Outstanding Charges” as well as charges for the coming month and other

future charges.

[ — Vi i ai

Payments

Make Payments

Auto-pay Sewp Payment Accounts

Current Qutstanding Charges

Your account balance as of 10/5/2018

$

Current Qutstanding Charges

Unapplied Prepayment

Account Balance

October Charge Schedules

Commaon Exp Estimate
Miscellaneous

Rent - Office

Rent - Office

Total:

Click the “Make Payment” button at the top.

O il W ok

L

1/7/20N8 Rent - Office (01/2018)
1/7/2018 Rent - Office (01/2018)
9/2152018 Rent- Retail*

481.80 0.00
1,000.00 10.00
1,291.00 0.00
1,342.00 13.42
4,114.80 23.42

12

Desert,Sky,Mall
Morcross Plazza, New York
UNITOS

981.00

Make Payment

6835.00
450.00
1,250.63
-104.00
981.00

*Charges on hold.

Management Fee (5]
482

0.00
0.00
13.42

18.24
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This brings up the “One-Time Payment” screen with diffferent charges. Select the charges you
are wanting to pay and enter the amount desired to pay. Then select which account you want

to pay with at the bottom of the screen and click “Next”.

, Bonia
OHE‘—H me Payme ﬂt MNorcross Plazza, New York

UNITO0Z, UNIT231, UNIT232, UNIT233, UNIT234, UNIT235,
UNIT236, UNIT237, UNIT238

Add Credit Card Add Debit Card Add Bank Account

Cha i [SI Pﬂymen“ {S) E

Miscellaneous (09/2018) 912018 2,000.00 2,000.00

Common Exp Recovery (09/2018) 9712018 1,000.00 0.00 1,000.00 0.00 El

Rent - Office (09/2018) 9M1/2018 5,000.00 0.00 5,000.00 0.00 O

Miscellaneous (10/2018) 10/1/2013 2,000.00 0.00 2,000.00 0.00 0

Comman Exp Recovery (10/2018) 10/1/,20138 1,000.00 0.00 1,000.00 0.00 O

Rent - Office (10/2018) 10/1/2018 5,000.00 0.00 5,000.00 0.00 O

Regular Payment 0.00

Extra Payment 0.00

Total Payment 0.00

Payments + Credits must be greater than ZERO

Select Payment Account| _Select Payment Acc:--.;r'.l:—-ﬂ
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This will bring up the summation of what you just selected. Read and accept the terms and
conditions, and then submit your payment by clicking the “Submit Payment” button.

: Bonia
Oﬂe-Tlme Paymeﬂt Norcross Plazza, New York

UNITO02, UNIT231, UNIT232, UNIT233, UNIT234, UNIT235,
UNIT236, UNIT237, UNIT238

Payment Account: TEST ACCOUNT Chk #*+++*5565 Payment Amount: 2,001 95

Charge Description m

Miscellaneous (09/20138) 2,000.00
Service Fee 1.95

Total Payment 2,001.95

Service Fee @ is non-refundable.

e Terms and Conditions

Back to Payment Details Submit

You should then see a screen confirming your payment.

B W T LEETE. R e
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. Bonia
O ﬂe*T\ me Paym eﬂt Norcross Plazza, New York

UNIT002, UNIT231, UNIT232, UNIT233, UNIT234, UNIT235,
UNIT236, UNIT237, UNIT238

Payment is pending and is not yet reflected in the ledger.

® Your payment was successful! A confirmation email has been sent to Misteryardi@prospect.com

If you would like your charges paid automatically every month, please set up an automatic payment.
You can access payment details anytime from the My Account page.

& Print
Payment Detalls AL
Confirmation Number: 600140108
Payment Date: 10/5/2018 12:47 PM (EST)
Payment Account: TEST ACCOUNT Chk *****5566
Payment Amount: 2,001.95

14
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Maintenance Requests

The other major feature in the system is the ability to submit Maintenance Requests. A user can
submit a request for their unit or there is also the ability to submit Common Area Requests which
is a maintenance request for areas that are used by all tenants and/or the public such as public
restrooms, conference rooms, hallways, etc.

First click on the “Maintenance Request” tab on the side menu. In the tab on top to the far right,
“Maintenance Request History”, a User can see every request they have submitted and its status.

. Desert,Sky,Mall
Maintenance Requests foroms Rk

UNITOS

Add New Request Add Mew Common Area Request Maintenance Request History

From: To: Status:

oL
10 ﬂ records per page Search:
Maintenance & s *
# Requested | Category Description Requested By
3640 10/4/2018 | Plumbing Test plumbing Canceled = Ron Gonda
3638 10/4/2018 | Air-con Air-con down! Air-con down! Pending @ Derek Test User
Extension
3637 10/3/2018 | Air-con Musky Air Canceled Derek Test User
3636 10/3/2018  Plumbing Toilet plugged Pending  Derek Test User
3632 9/19/2018 John Pending Phoenix Mall'
3631 9/18/2018 Yardi- Testing WO entry in Pending | Shaun 2 johnson
Voyager 2
3630 9/18/2018 Yardi Test Pending @ Shaun 2 Johnson

15
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The system retains the History of the Maintenance Requests submitted and the Status of the
request. You can drill down on the Maintenance # and see the details of the Work Order
submitted.

Mamtenance Summary

I
Work Order # Work Request Date Property Requested By

3640 10/4/2018 Morcross Plazza MNew York Desert, Sky,Mall Ron Gonda
m Category Sub Category Access Instructions Permission to Enter
Canceled Plumbing Category Test1
_ upload e
Test plumbing Test plumbing

Status History

__

Canceled 10042018 2:16 PM

Call 10/4/2018 215 PM

Technician Note:

Important Note: Maintenance Requests and Common Area Requests are not always used by the
property management company, so Tenant Portal users may not have this functionality.

16
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To submit a maintenance request for your unit, click the tab “Add New Request”. This will give
you the following screen where you can fill in the information and then click “Submit”.

A T . RN PO L. T T

Maintenance Requests Nord

Add New Reguest ~ Add New Common Area Request Maintenance Request History

Please select appropriate categories and subcategories to assist us with addressing your request.

4 Unicx | UNITOS &

<

Pricrity

x]

Category

<

Sub Category

Erief Description®

35 characters remaining

Details

500 characters remaining

Access Instructions

Permission to Enter Yes ﬂ

Artachment i Browse...

Submit

17
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This is much like submitting a request for common area, with a few small changes. The biggest
difference is that there is no unit associated with the common area requests. To submit a
common area request click the top middle tab that says “Add New common Area Request”. Fill
in the information and click “Submit”.

Ao M 3 TaTN CIE o SR =
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Maintenance Requests Nor

Add New Request : Add New Common Area Request : Maintenance Request History

Priority Tenant Reguested ﬂ

» Brief Description® | toilet

29 characters remaining
Details | toilet
494 characters remaining

Access Instructions

Permission to Enter Yes ﬂ

Attachment i Browse. ..

As seen in the pictures within this document there are several other features that the Tenant
Portal can provide. We have covered the main areas of the system here. If you have any
questions about the information contained here or questions about the other features and
functionality of the Commercial Café system, please contact your Site Administrator.

NOTICE: This document: (1) contains confidential and proprietary information; (2) is protected by copyright and other intellectual property
laws; and (3) is intended solely for Yardi Systems, Inc. licensees in connection with their use of Yardi software. Use of this document is subject to
the terms and conditions of a Yardi Systems, Inc. software license agreement including, but not limited to, restrictions on its use and disclosure.

© 2015 Yardi Systems, Inc. All Rights Reserved.
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