Integrate with HeroPM

PROMAS

Property Management Solutions for Over 30 Years

What is Hero PM and PROMAS Central?

HeroPM is the new name for what used to be called PROMAS Central. It consists of the HeroPM
Control Panel on the Hero PM web site that manages the owner, tenant and vendor on-line portals.
Information is uploaded to HeroPM from the Internet Publishing function in PROMAS.

HeroPM / Internet Publishing Requirements Checklist

On Promas Release 2015 or above

Internet Publishing enabled in PROMAS application

HeroPM (Platinum or Bronze) contract

Ability to export PDF from PROMAS application

Windows 7, 8, or 10 compatibility settings enabled

Refer to HeroPM FAQ on next page.
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HeroPM FAQ

Q. What version of Promas should | be on?
a. any version of Version 6 or Version 12 for Release 2016 or above

Q. How can | tell what version | am on?
a. In the PROMAS application, go to Help, About

Q. How can | verify | am registered for Internet Publishing?
a. In the PROMAS application, go to Help, About and look for “Publishing Module”. If you see it then you
are registered for it. If you do not see it, please call the help desk at 1-800-397-1499 for assistance.

Q. Is there any cost for HeroPM?
a. Yes. Please contact Hero PM for pricing.

Q. Can | publish from a Windows 7 or 8 or 10 computer?
a. Yes, but there are some compatibility settings you should set first
Go to Setup, Processing Defaults
Click on the RPM tab
Click into the Customized Programming Options box
Type /PDFBATCH
Click Save

Q. How do | tell what version of Microsoft .net framework my computer is running?
a. Go to C:\Windows\Microsoft.net\framework. If there is no v4.0 folder (or above), then Google '.net

framework 4' and download and install.
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To get started, do the following:

One Time:

Pay for HeroPM subscription. If you already have Hero Platinum or Bronze there is no additional

cost to integrate with HeroPM. Contact Hero PM to get the right package for integrating from

PROMAS.

a. Call the PROMAS Help Desk to register for the IP (Internet Publishing) module if it is not
already enabled (look in Help, About to check).

2. Set up a HeroPM web account. (Skip this step if you have a HeroPM Platinum or Bronze

account.)

a. Go to www.HeroPM.com.

©HERO A = e o B

e SIGN UP  FEATURES PRICING ABOUT US LOGIN

Click Sign up.

Fill in the form. Make sure you scroll down to be able to fill in all the fields.

©HERO A = e o =

SN LIS A0 SIGN UP  FEATURES PRICING ABOUT US LOGIN

ARE /)J IJJLL{LJJ ABOUT LAVNCHING VOUR BUSINESS TO THE
NEXT LEVEL OF EFFICIENCY?

The HERO PM Launch Edition is a full featured HERO PM package that gives you the chance to try it out for yourself to see the benefits
first-hand, with your own properties, owners, tenants, and vendors. Sign up now to get started with no payment and no obligation.

The Launch Edition has everything you need, so long as you don't need more than 3! Use it for 3 listings, 3 owners, 3 tenants, 3 vendors,
and 3 (times 10 - that's 30) days of free, unlimited support. Once you have your Launch Edition, you can upgrade to the package of your
choice and remove the threebie limit.

Sign up now:

How'd you hear about this? I was referred by PROMAS v

What kind of properties do you manage? I manage |ong_term (annuaD renta|s v

Broker/Manager Name: | Broker or Manager Name

Business Name: | Business / Company Name

Primary Business Email: | Broker or Manager Email Address

Business State: | Select a State v
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Click Sign up now.

You will receive an email
with setup instructions and
a link to the screen where
you will link to your property
account.

Click on the Setup link in
the email.

Follow the instructions and
fill in the appropriate fields.
The PMID gets filled in for
you. Click Next.

On the Verify Info screen
change your password to
one that is easy for you to
remember. Enter any other
pertinent company
information.  Click Next.

E Y HEROPM

The Power Behind Property Managers' Performance

Overview Comparison Pricing FREE Launch !‘!EfS,,”j,;,M " s".'s....e,..., Nacation rental propérfies

2. Verify Info
System Setup
1. Enter PMID Here is the information we found for you
2. Verify Info Please make any corrections required, then click the Next button.
3, Guides & Agreement t You can change this information in the future through your Control Panel.

4. Website Setup
5. Domain Name

s: Active

6. Finish & Log on

ger ID: 104832VA

Next ->

© Copyright 1997-2014 RealE'S, LLC. All rights reserved

o [T7 1T, TIN5

i. Onthe Guides &
Agreements screen
mark Yes, Yes, |
Accept. Don’t
bother printing the
User Guildes now.

The Power Behind Property Managers' Performance

Overview

oon (SRR -

HEROVR
Short-fermivacation rental properties

HERORP

Long-temjannual rental properties

Comparison Pricing EREE/Launch

3. Guides & Agreement

System Setup
1. Enter PMID
2. Verify Info

3. Guides & Agreement
4, Website Setup
5. Finish & Log on

A\

No
applicable User's Guide(s): Download User's Guides here:
Control Panel

| have downloaded and read (or will read) the Yes

RP Listings System
RP Management System
PM Website System

| have recorded important information so | won't Yes No

forgetit:  Email: MemberSupport@HEROPM.com

Control Panel: ControlPanei,HEROPM.com

Please read the following license agreement: [4€7 7

HEl
i

I accept

1 do not accept

Next -> |

They can be printed
from the Links
dropdown later.

Al listing information is provided by the managing of leasing agent,is
bound 1o a membership agreement. H

® Copyright 1997-2014 RealEis, LLC. Al rights

$ and individual providers of data, who are

deemed reliable but s not g
o) fy prohibited.

and
HERD P, HERQ AP, HERD VR H: an

Skip the website setup page. If you want you can do that later.
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j-  On the Website Setup screen click Next.

PYHERorm

The Power Behind Property Managers' Performance

HERORP

HEROWR
FREE Llaunch Long-term/annual rental propetties Short-fermivacation rental properfies

Pricing

Overview Comparison

4. Website Setup

System Setup
You have selected a Rapid Start website. You can read more about setup options at this link: Setup Options. Your website will be

1. Enter PMID
2. Verify Info

setup within 72 hours after you select your style and complete the form below.

3. Guides & Agreement
4. Website Setup Your selected style is just your starting point. All websites can be customized in every way, shape, and form, without limit!
5. Finish & Log on

No website, thanks. ¥ |

Next ->

N v

® Copyright 1997-2014 RealElS, LLC. Al rights reserved.

Al listing information is provided by the managing or leasing agent, is deemed relizbl; id b ified. Info is © Copyright 1997-2014 RealEIS and individual providers of data, who are
ound to a membership agreement. HERO PM, HERO. 2. HERO VR HeroRental, m HeraTnps are interactive computer services. Unauthorized reproduction stricty prohibite

NOTE: The intro screen, prior to full activation, displays an Upgrade Options button. Choose either the
upgrade to Bronze ZL or Platinum ZL. Enter the electronic signature and date, then click Submit Order. If

your payments will be to HeroPM, continue through the payment cycle.
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3. Logon to HeroPM
Control Panel - 1st
time
a. Logon as Master

Administrator with a
User Name of your
PMID (the
10####SS given by
HeroPM) and a
Password of
propertymanager.
Follow the prompts.

-

*

Password: |

%

| ok [N

Logon Help / Password

| | Quit l

| Remember fogon

Y| Updates

(] HERO PM Control Panel

[ controlpanel heropm.com/CPL/index. mve?action=CPLstart&newpage= 1&attempt=1&processupdates=1

4 RP Listings

vA.B09

[ e

‘,’f;vmquﬁ H\.lavqum Hﬂmm H_mgnm Ham

Currently Logged On As: moe t moe

Quick Navigation

HERO PM Control Panel

messages indicate that &
tenant looked on your website
and was unable to find a home
they liced. You can use thess
messages to locate a home
managed by someone else, or
save them until a matching
home comes available.

Please select 2 tab above to begin using the system.

Notifyle email a

This Veterans Day we will be taking the day to honor our veterans and show them our
appreciation for all that they have done.

We will continue to monitor email and voice mail or urgent and emergency issues, 25 shvays.

If you are a veteran, thank you. Qur lives are forever changed for the better because of you.

b. Click the Configuration tab, then Users & Agents.

@ HERO PM Control Panel v4.8.09

[ controlpanel heropm.com/CPL/index.mvc?action=CPL start&newpage=1&attempt=1&processupdates=1

Currently Logged On As: moe t moe.

L » CPL » Configuration

[t 4 R Listings || B RE Managemert ST VRListings | 1A VR Management i PM Website ﬁ @ e

Quick Navigation

Configuration

Company Profile

Manage contact/master information

Users & Agents

Manage system users and access levels

Pay Charges

Review/submit payment for charges

System Options

Enable/disable system options

RP Preferences

Set preferences used in RP systems:

Customize your system with options, defaults, personal preferences, and time saving sherteuts.

Company Info
Manage logos and marketing information

(=]
e

o

P

Quick Navigation

i ] Select your quick navigation options

- - Orders & Upgrades
"_g:; Add offices and agents, order praducts, and

upgrade your company

System Preferences
Set system and payment preferences and
defaults
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c. Edit the User by

X

clicking on the
icon on the far left

[ controlpanel.heropm.com/CPL/index. mvc?action=CPL.start&newpage=1&attempt=18&processupdates=1
[_| HERO PM Control Panel v4.8.09

m Intro & ReListngs ||l BE Managem

7

Currently Logged On As: moe t moe

<7 VR Listings & VR Management i PM Website i NG @ Hen

of the user.

User & Agent List

» CPL » Configuration » Users & Agents Quick Navigation v

it

Your system includes two types of access profiles:

» Agents: Users who can have listings, owners, tenants, guests, and vendors assigned to them. An agent manages their own
portfolio.

* Users: Support staff and others who work in the system, on behalf of agents. Users can be authorized to work within the
portfolio of an individual agent, multiple agents, or all agents.

6 results found [ hdd User >

& & A fritz halfacre fritz@mrh.promascentral.com @
b & A moetmoe 723@abc.com #
& L A TBUsr user@abc.com,heather@promas.com @
& s A Emma Bull bull@mrh.promascentral.com @
% & A generic GENERIC generic@mrh.promascentral.com @
b - A Mike McCall 723@promas.com #

Usemname / Email

Change the password. Set the
desired Authorization level. Mark the
PROMAS Uploads checkbox and
others as appropriate. Click Save
User at bottom right. Add additional
users as appropriate.

To continue, sign out of the control
panel as Admin so you can log in as
user in Step 4.

\

e

,,
FY HERO Property Manager Control Panel - Google Chrom =]

[3 controlpanel heropm.com/CPL/index mvc?action=CPLstart&newpage=18&attempt=1&processupdates T ||
[_| HERO PM Control Panel v4.8.09 Currently Logged On As: moe t moe .

m Intro & RP Listings e B2 Man em <1 VR Listings & VR Management gl PM Website F
» CPL » Quick Navigation ﬁ

User & Agent Edit

Edit the profile below, ensuring you have set the appropriate authorization level for the activities they need
to engage in. Don't set a user with higher authorization than they require. If you want to temporarily
suspend access for this user, change their status to Suspended. If a user has left your company, set them to
Terminated. Only terminated users can be permanently deleted.

Configuration » Users & Agents

Status: | Active v
UserID: 1
Mame (First, Middle, Last): |Mike McCall
Initials:
Email/Username: 723@promas.com

Password: |ees

Confirm Password: |e.s

http://HomeRentalAgent.com/

Color:

Agent Online Business Card:

PROMAS Manager ID:

Autherization Level: | Member Access (Full Access)

Special Authorization:  # Website Management

# PROMAS Uploads
Initiate ACH Payments

ALL

Mike McCall / 723 @promas.com

Emma Bull / bull@mrh.promascentral.com

generic GENERIC / generic@mrh.promascentral.com

Authorized for Agents:

4 »
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4. Configure the HeroPM control panel.
a) Log on as a User to the HeroPM Control Panel.

I. (In PROMAS, click on Links, HeroPM

Control Panel login.

ii. Enter your User ID and password. Click

OK.)

g Logon to your Property Manager Control Panel

Usermname: training@promas.com

Password: sessssssse

Lo | |

Femambear kagon

’ Quit ]
Uplates

Logan Help / Password ]

D Sacure maodle [skower)

b) Click Configuration tab, then System

[ controlpanel.heropm.com/CPL/index

action=CPL.stal page=1&attempt=_1&processupdates=1

Options — Mark Online Portal,
Assign unmatched profiles to
generic agent, and any others that
you want, then click Save Info.

] HERO PM Control Panel v4.809

Currently Logged On As: moe t moe [

e b CPL » Configuration

Dime |mwvom  ABSNES | v |k avues |@avos | oo @

Quick Navigation

Configuration

Customize your system with options, defaults, personal preferences, and time saving shorteuts.

Users & Agents

Manage system users and access levels

\ %
5

Pay Charges Orders & Upgrades

Review/submit payment for charges

upgrade your company

System Options System Preferences

Enable/disable system options Li

S defaults

RP Preferences
Set preferences used in RP systems

Quick Navigation
£l Select your quick navigation options

3 Company Profile ;I‘D Company Info
1 Manage contact/master information j___ Manage logos and marketing information

Add offices and agents. order products. and

Set system and payment preferences and

[intro

” & RP Listings l

phaREMagacement ” &7 VR Listings ” 1B VR Management H g PM Website

P m‘ @ e 1

i » CPL » Configuration » System Options

Quick Mavigation

System Options

will be returned to the configuration options.

Set your system options below. Be sure to read the appropriate section of the users guide before setting any options. After successfully making a change you

¢/ Online Portal

|| = Online Unit Docs Hidden

] = Do Not Assign Tenant/Guest Managers
|| Online Payments

|| = Online Payments: Standard

|| = Online Payments: Pre-approved

|| Online Applications

||+ Online Apps Deposit

||+ Online Apps Uncharged

||+ Online Apps Notification

||+ Online Apps Do Not Screen Unpaid
¥ Online Work Requests

|#/  + Maintenance Contact Info

¢/« Complete on Edit

<- Cancel Save Info -»

Allow enline portal access (remove individual access from profile authorizations)

Hide unit/property documents from online portal (allow viewing of docs directly assigned to a client)
Do not assign tenant/guest managers (agents) based on designated unit manager

Allow enline payments

Allow standard online payments {individual payments by credit card, debit card, eCheck, etc))
Allow pre-approved online payments (pre-approved ACH rent payments on a lease)

Allow online rental applications

Add security deposit to application fee

Allow apps submitted without application fee payment

Notify unpaid applications by email

Prohibit integrated screening of an online app unless it is paid

Allow online work requests

Display maintenance contact information on work request form

Default to completing a work order when editing
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c) On the Configuration tab, in the RP Preferences field there are several things to set up:

PN HERQ Property Manager Control Panel - Google Chrome W_’

[3 controlpanel.heropm.com/CPL/index.mvc?action=CPLstart&newpage=1&attempt=1&processupdates=1
(] HERO PM Control Panel v4.8.09

Currently Logged|

| [Tuntro H &, RP Listings H phaiEhiacmnemest ” T VR Listings H 1A VR Management " i PM Website ‘ | Configuration | ) Heip

Quick Navigation

= » CPL » Configuration

Configuration

Company Profile

Manage contact/master information

Users & Agents

Manage system users and access levels

F_’g: FJ

a
0
(@

Pay Charges

Review/submit payment for charges

System Options
Enable/disable system options

RP Preferences
Set preferences used in RP systems:

“_’ I

f

4l
Zi-

——

Customize your system with options, defaults, persenal preferences, and time saving sherteuts.

Company Info
Manage logos and marketing information

Quick Navigation
Select your quick navigation options

Orders & Upgrades

Add offices and agents, order products, and

upgrade your company

System Preferences

Set system and payment preferences and
defaults

/i. Choose “Default Profile Authorizations” in

the Client Portal Section near the bottom of
the list. Mark the checkboxes for what you want the owners and tenants to have access
to. Mark the checkbox on the right "Change all existing owner accounts” or “Change all
existing tenant accounts”. Click Set Configuration at the bottom right of the screen.

1] HERO PM Control Panel v4.9.03

-------Client Portal Settings-------—
Default Profile Authorizations
Cwner Legon Intro

Chwner Statement Motification
Crwner Document Motification
Tenant Logen Intro

Tenant Statement Motification
Tenant Document Motification
Association Logon Intro
Aszociation Statement Notification
Aszociation Document Notification
Association Member Logon Intro

Association Member Statement Nobification
Assooation Member Document MNotification

Vendor Logon Intro
Client Action Motification Email

Currently Logged On As: moe"*

I E_I Intro ¥ RP Listings

&% RP Management

<. VR Listings |f W& VR Management

g PM Website ' __ Configuration | @ +ep

m_ » CPL » Configuration

Authorizations

Quick Navigation

Default Profile Authorizations

Set your default profile authorizations below. Newly added or imported profiles will default to these settings, and can be
individually changed from there.

Online access
Online activity

S 8§88

Online access
Online activity

S 888

Online statements
Online documents

Online statements
Online documents

Change all existing owner accounts m
Owners

¥ Online workorders
Online payments
¥ Online feedback

Online payments
¥ Online feedback

Online work requests

Change all existing tenant accounts mn
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Create an Intro Message for Owners (displays when owner logs on)
e Select Owner Logon Intro in RP Preferences. If your screen doesn't display the editing
options, close out and come back in.

e Enter instructions for your owners on how to use the system, updates for your owners, or
anything else you want them to know. You can change this whenever you want.

Owner Logon Intro

Set your Owner Logon Intro helow. Be sure to read the appropriate section of the users guide before setting any

preferences. after successfully making a change you will be returned to the configuration options
‘L?'Wﬂﬂ [ arial v|[igpt) v|[Headngt »| B 7 U | & = & d B oo
agan - = 0 A

e | E=E==|1EEEE Tk a|—e@pOo

Welcome Owners

to the Iaple Management online statement and document center

Statements for the 11th of last month thru the 10th of this month are uploaded monthly.

Transaction activity is uploaded each day for the first ten days and then weekly each Monday
Path: body

.
<- Cancel Save Info - =

The text of the message should include when statements are published, how often activity is uploaded,

whether invoices are uploaded, etc. Something like the below:

Welcome Owners

to the Maple l\.{anagerﬁem online statement and document center

Statements for the 11th of last month thru the 10th of this month are uploaded monthly.
Transaction activity is uploaded each day for the first ten days and then weekly each Monday

If vou have any questions after reviewing vour statement please email to support@promas.com

* This online system allows you to access your statements, copies of invoices and other related documents

* Use the tabs above to see your Statements, Documents and Activity.

To change vour account password or the notification options use the tabs above.

If vou have any questions after reviewing vour statement please email to support@promas.com
Thank you

Select Tenant Logon Intro in RP Preferences. Follow the instructions above for tenants
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ii. Set Statement Notification Message

e Select Owner Statement notification in RP Preferences.

e Enter the information you want owners to receive if they elect notification on uploaded
statements. This should include a link to your website so they can get to their account logon
page.

e To provide a link to the current statement include {last-statement} in the body of the
notification.

E| HERO PM Control Panel v4.8.09 Currently Logged On As: moe t moe

(|t | roustings |1k BEManagement || % vmuistings  [|u vR Manzgement || gl PM webste m -
mi_ » CPL » Configuration » RP Preferences Quick Navigation v n

Owner Statement Notification

Set your Owner Statement Notification below. Be sure to read the appropriate section of the users guide before setting any preferences.
After successfully making a change you will be returned to the configuration options.

Owner statements can contain a link to the most recently published statement (even if it is not the newest statement chronologically)
through the inclusion of the {last-statement} merge field. When emailing an actual statement or link (rather than just notification to log
on and view the statement), there are some considerations that you must read and understand. These are not specific to this system, but
are true in any system:

* Emailed statements cannot be "recalled". Once it's sent, the owner will have access to the statement even if it is later corrected or
amended. (You can also publish a corrected statement, which will replace the enline version of the incorrect statement, but will
not replace what you've emailed.)

* To ensure an emailed statement is secured, every point along the email route must be secured. This includes email servers, storage
locations, and the recipient’s emall client.

* When emailing transactions and/or personally identifiable information (PII), you may be obligated to the laws of the recipient's
location rather than your location. This is of serious consequence when you have owners in highly controlled jurisdictions like
California er the European Union. You should be sure you comply with those laws, or are exempted from them (as with US-EU Safe
Harbor).

Most companies that you interact with probably do not send PII by email for these and other reasons. However, if you have weighed the
risks and determined the convenience is beneficial, you can include the link to the last published statement by simply typing {last-
statement} including the curly brackets into the message below at the place you would like the link to appear. The email to the owner
will have the actual statement link in place of this merge field. Clicking it will directly open the PDF statement.

Oumer Statement [ aja| v|[3(12pt) ¥||Headingl Y| B|F U |8 = < By ¥ B © o

Motification: |—_ — | T. %II” — /¢

This is a test. A direct link from the statement notification email to the owners last
statement. Please direct comments to support@promas.com - thanks

-

Statements are published every month from the 11th of last month thru the 10th
of this month. They are available on the 11th or on the first business day after the
10th. Transaction activity is published every Monday.

To logon to your account http:/PROMASCentral.com?owners

] - P4 . P TR i

Path: body » em » font

M

e You can do the same for tenants if you will be uploading tenant information.
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iii.  Set Document Notification Message

o Select Owner Document Notification in RP Preferences
[ ]

Enter the information you want owners to receive if they elect notification on uploaded
documents. This should include a link to their account logon page.

Owner Document Notification

Set your Owner Document MNotification below. Be sure to read the appropriate section of the users guide before setting any preferences. After successfully making a change you will be
returned to the configuration options.

Owner Dacument Natification: [

=]
i 5
2
e
=]
2
g
E
2
=]
=
L
il 1=
wh
NX
*,

BB oo

I
A

Path body

<- Cancel Save Infa ->

5. Set the upload parameters in PROMAS. Go to Internet Publishing by clicking the button on the Main
Taskbar. or by clicking Mailings, Internet Publishing.

Profile Search
Dashboard

Internet Publishing

Internet Publishing

Basic ]Publish Details] Advanced

Publish Upload Manager

Email Documents Owner Statement Message

Backup and Publish to Promas Central Tenant Statement Message

Server Control Panel Logon

rConnection Statu

Mot Logged On

Upload Documents Wil Be Included When You Publish

Owner Statement Generation Is Next Scheduled for Close of Business 11/13/14
Tenant Statement Generation Is Not Scheduled

Upload Activity Wil Be Included When You Publish

rClose of Business Monday November 10, 2014

s ( CloseofDay ( Close of Week (" Close of Week - Monday Holiday
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Internet Publishing Settings X

A. Click on Advanced Tab,

PUbIlShlng Setup Last Published
a. Last Published -- This is the Publishing Method [HeroPh |

last date that information
was uploaded to HeroPM. It

Default Monthly Owner Statement | A |D|

will be set to today’s date el Owner Saermert | >[e]
after pUb“Shlng (lf the date Default Tenant Monthly Statement | %|D|
is in the past, all appropriate Annual Tenant Statement | |z

statement uploads will take
place based upon the owner
and tenant settings and the

date will be updated.) m mm

b. Publishing Method — see below

c. Default Monthly Owner Statement -- Owners will get the statement identified in their profile. Owners
with no statement selected in their PROMAS profile will get the statement style selected here. Owners
marked "Do Not Publish to Internet" in their profile will not get a statement.

d. Annual Owner Statement -- You can select from the drop down list an annual statement profile that all
owners will receive for end of year. If left blank, owners will get the statement identified in their profile.
Annual statements are generated when the January monthly statement is due. Select the End of Year
statement.

e. Default Tenant Monthly Statement — Tenants will get the statement identified in their profile. If you
have not assigned tenant’s a statement style, you can select a statement style here that will be used for
all tenants.

f. Click Save.

Publishing Method
Documents that are put into the Upload folder will either be published to PROMAS Central, emailed, or
both. It depends on two factors:

e how the Publishing Method field in the profile is set

e what Publishing Method is chosen in Internet Publishing, Publishing Setup

HeroPM and HeroPM Legacy

If Publishing Method in the profile is set to default:
e Owners and tenants - publish
e Vendors - publish and email
e Managers - emalil

If Publishing Method in profile is not set to default:
e Owners and tenants - based on profile
e Vendors - based on profile
e Managers - emalil
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Direct Email
If Publishing Method in profile is set to default:
e Owners and tenants - email
e Vendors - email
e Managers - emalil
If Publishing Method in profile is not set to default:
e Owners and tenants - email
e Vendors - email
e Managers - emalil
HeroPM with Email Copy
If Publishing Method in profile is set to default:
e Owners and tenants - publish and email
e Vendors - publish and email
e Managers - emalil
If Publishing Method in profile is not set to default:
e Owners and tenants - based on profile
e Vendors - based on profile
e Managers - emalil

. End of Business Section
a. Open for Business - publishing is through yesterday.

b. Close of Day - publishing through today. If tomorrow is your normal publishing date, you can initiate

tomorrow’s actions today.
c. Close of Week - publishing is through Sunday.

d. Close of Week - Monday Holiday - publishing is through next Monday.

Close of Business Monday November 10, 2014
" Close of Day

(8 ‘Open for Business

i Close of Week

(" Close of Week - Monday Holiday
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C. Click on Owner Settings

Owner Settings

a. Generate Monthly
Statements / Annual
Statements / Publish Recent
Activity -- The checkboxes,
when marked, indicate what
statements and activity will
be generated when
appropriate.

b. Delay Statement Generation

Generate Monthly Statements [X]
Generate Annual Statements [X]

Publish Recent Activity [X]

Delay Statement Generation and Activity Publishing for \:| Days

Publish an Additional Months of Recent Activity

Monthly Statement Closing Day (End of Month if Not Specified)

Last Statement Closing Date [5/14/2018 b

and Activity Publishing for
__ Days -- If a number is

entered in the box, the mm

statement and activity will not include transactions for those days. A 3 day delay would mean that
activity published on the 10th would not include transactions for the 7th, 8th or 9th. Statements
scheduled through the 15th would not be generated until the 19th.

Publish an Additional _ Months of Recent Activity -- When left blank (the default) published activity
will go back to the Last Statement Closing Date. If additional months are selected, activity may include
transactions prior to the last published statement. Activity, when uploaded, replaces the activity

Monthly Statement Closing Day -- If blank the statement closing date will default to the last day of the
month. When a day is entered, statements generated, regardless of the day done, will be through that
date. Thus choosing 12 would generate a statement starting the 13th of last month through the 12th of
this month. All statements are based on the same schedule. Choosing 28, 29, 30, 31 defaults to the

C.
previously uploaded. Recommend 3 months.
d.
last day of the month.
e.

Last Statement Closing Date -- This is updated each time statements are published. If you need to
republish use the Regenerate Owner Statements button. For the first time publishing, enter the date
from which you want to publish. Example: if this is April and you want to publish starting with the
February statement, and you publish the 13th through the 12th, then set the date to January 12, 2018.

Do the same for Tenant Settings, if applicable.

Tenant Settings X

Generate Monthly Statements []

iGenerate Annual Statements []

Publish Recent Activity []

Delay Statement Generation and Activity Publishing for l ] Days

Publish an Additional \:' Months of Recent Activity
Monthly Statement Closing Day \:l (End of Month if Not Specified)

Last Statement Closing Date S|
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Publish - Each Time

Upload statements, activity and documents.

Once you set the Publishing Setup, Owner Settings and Tenant Settings they should not need to be changed.
Their contents determine the schedule for publishing and, when appropriate, the Generate Statements and
Upload Activity and Documents checkboxes are activated. The norm is that every day the Upload checkboxes
are activated and then deactivated when publishing occurs. The Generate Statements checkboxes are
activated on the day statements are scheduled to be published and deactivated after publishing has occurred.

If you don't want to publish everything you can unmark any of the checkboxes on the Publish Details tab. If you
unmark Upload Documents, the statements that are generated are placed into the Upload folder waiting to be

uploaded.

To Publish:

1. On the Publish Details tab, verify the appropriate checkboxes are marked.

Basic  Publish Details IAdvancedl

[V Generate Owner Statements

r

[v" Upload Documents to Server
I~ ur
[~ Synchronize Listings

Synchronize Hero Listings Only

Open Upload Folder

rConnection Status

MNot Logged On

Upload Activity Is Not Scheduled

Tenant Statement Generation Is Next Sched

Upload Documents Wil Be Included When You Publish
Owner Statement Generation Wil Be Included When You Publish

uled for Close of Business 7/19/2018

—Close nday June 24, 2018

(" Close of Day

(" Close of Week (" Close of Week - Monday Holiday

The PROMAS Landlord Software Center « 703-255-1400 » www.promas.com

Document Number R-717

Page 16

August 2019


http://promas.com/

2. On the Basic tab, click on the Publish button.

Basic I Publish Detailsl Advancedl

Publish L}

Upload Manager

Email Documents

Owner Statement Message

Backup and Publish to Promas Central

Tenant Statement Message

Server Control Panel

Logon

—Connection Status

MNot Logged On

Upload Documents Wil Be Included When You Publish

Upload Activity Is Not Scheduled

Owner Statement Generation Wil Be Included When You Publish
Tenant Statement Generation Is Next Scheduled for Close of Business 7/19/2018

—Close of Business Sunday June 24, 2018

(" Close of Day ( Close of Week

(" Close of Week - Monday Holiday

3. Logon using a User ID (not the PMID).

Promas Central

User Marne 'm
Password [XXEKmssy|
Cancel
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4. After Logon, statements are generated, the database sync file is created and the activity is generated.
Each of the files is put into the Upload folder.

5. If you receive an error message, see page 2. Publish again.

When finished, the Transfer screen displays and proceeds based on the checkboxes marked.

7. When the process finishes review any failed uploads by clicking the Error Log.

o

pc Publishing Manager 6 2018.1 Build 1

Welcome to Publishing Manager

Promas Central
The Hero server is processing your data. Will retry in 14
minutes 27 seconds.

® Connection To Hero Server
Paused

:7:': Publishing Manager 6 2018.1 Build 1

Welcome to Publishing Manager

Promas Central
Uploading files to HERO

® System Upload To Hero

Processing = 1/2

|7 publishing Manager 6 2018.1 Build 1

Welcome to Publishing Manager

Promas Central
Confirming uploaded files to HERO

pc Publishing Manager 6 2018.1 Build 1

Document Confirm To Hero Welcome to Publishing Manager

Processing 7/8

Promas Central
Processing Complete

@ Document Remove
Complete 8/8
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The upload process uploads twice. It works as follows:
¢ New owners:
o 1st pass - database is synced, documents fail
o 2nd pass - upload as successful transfers
o Next time an upload is done - upload as confirmed transfers, documents removed from Upload
folder
e Established owners
o 1st pass - upload as successful transfers
o 2nd pass - upload as confirmed transfers, documents removed from Upload folder
o Information about each upload is kept in the Log folder inside the Upload folder for your
database.
o Upon receipt the uploaded statements, documents and activity are linked to the appropriate
account and will be available for owner viewing.
o On the evening of an upload the owner will be sent an email (assuming they opted to do so)
notifying them of a new statement and documents.

Seeing what the owner sees
You can view the owner information - statements, documents and activity - whenever necessary - even at the
same time as the owner.
1. Goto Links, HeroPM Control Panel Login.
2. Enter your User Name (not the PMID) and password. Click OK.
3. Click the Quick Navigation dropdown and choose RPM-Owner Lookup.
NOTE: If quick navigation is not set, you can either edit the list and mark the RPM owner lookup so it
appears on the dropdown or you can click the RP Management tab, Owners, Owner Lookup.

i| HERO PM Control Panel v4.5.02 Currently Logged On As: Lyn Hanke
Eglnlro |-'J‘ RP Listings | |k RP Management | | QVR Listings | |J€e VR Management | |i PM Website | | ' Configuration | | 0 Help |
i J 2 I B> crL Quick Mavigation | o
HERO PM Control Panel v4.9.03 Currently Logged On As: moe t moe
Ei Intro ‘ &) RP Listings ‘ & RP Management <. VR Listings Ik- VR Management | i PM Website | . Configuration | @ =eo |
» CPL Quick Navigation
Q aviga
CPL: Help Contact Support
RPM: Owner Lookup
HERO PM Control Panel RPM: Owner Statement Notification
RPM: Tenant Lookup
Please select 3 tab above to beain using the svstem. |
lease select a tab above to begin using the system. * Edit this list *
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E] HERO PM Control Panel v4.9.03 Currently Logged On As: moe t moe
E:] Intro ” 4F) RP Listings |I . RP Management “ 5'1 VR Listings H & VR Management H il P Website ” | Configuration H e Help |
mh » CPL » RPM » Owners » Lookup

Owner Lookup

|D Contains:

Quick Navigation v

Limit to agent: | ALL v
Name Contains:
Address Contains:
Phone Number Contains:

Email Address Contains:

Find Owner -=

Enter parameters to select the owner and then click the Find Owner button.
Click "Show All Owners".

E HERO PM Control Panel v4.9.03
EI Intro ” 4 RP Listings || £ RP Management U 5'1 VR Listings ” & VR Management H i PM Website
m& » CPL » RPM » Owners » Lookup

Owner Lookup

Currently Logged On As: moe t moe

” ! configuration H eHeIp

Quick Navigation

Show RP Owners

Owner ID Owner Name Phone Number

Bl 33CHARLIE Charlie33 800 555 1212X3 mm@promas.com wey [

1 results found

Click on the Details, Owner Access Icon (hand with ball). \
You now have access to all owner tabs except for Change Passwords and Options.
Click the Log Off tab when finished.

Seeing what the tenant sees

You can view the tenant information - statements, documents and activity - whenever necessary - even at the
same time as the tenant.

1.
2.
3.

Go to Links, HeroPM Control Panel Login.

Enter your User Name (not the PMID) and password. Click OK.

Click the Quick Navigation dropdown and choose RPM-Tenant Lookup.

NOTE: If quick navigation is not set, you can either edit the list and mark the RPM owner lookup so it
appears on the dropdown or you can click the RP Management tab, Owners, Owner Lookup.

Then follow the above steps to choose a tenant to view.
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Get your owners/tenants set up
To get themselves set up on HeroPM, there are two steps owners must take. (See our How To document for
owners #367).
1. They must log on to HeroPM (either through HeroPM directly or a link from your website). There they
will enter an email and password.
2. That will initiate an email to them with a link to click on to finish the setup process. They will need to
enter additional information at that point, giving them access to statements, documents and activity.

There are several ways to give your owners/tenants this information.
e You can send a letter, created in PROMAS - this can include the information necessary for Step 2,
except for the link that comes in the email.
e You can send a mass email from HeroPM. Once they indicate their interest, send the second email with
information they need.
e Send an individual email from HeroPM. Once they indicate their interest, send the second email with
information they need.
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Whichever method you choose the information should include something like the below:

Setting up an account is a one-time two step process. The first step is to setup your logon Email address
and Password, and the second is to establish the link to your online account information. Once that is
done you can log on anytime and see your account activity. statements, documents and much more.

This may seem like a lot of steps, but it is to ensure the privacy of your information.

Step 1: Set up your system logon.

* Go to www. PROMASCentral.com

* Click on Owner / Investor.

* Click Create Account.

* Enter the Email address where you want the verificati! on sent.
* Enter and verify a Password.

* Click the I Agree radio button.

* Click Proceed.

* You will be sent an email with a link to use for Step 2.

Step 2: Link to your managed property account.

* Click on the Link in the email to get the Account Verified screen.
* Click on Logon now

* Logon using the email address and password used in Step 1.

* Click Add.

* Enter your property manager ID of : supplied separately

* Enter your Client ID of supplied separately

* Enter your verification code of :  supplied separately

* Click on Link Accounts

We trust that having ready access to this information will benefit you greatly. If you have any
questions, please do not hesitate to contact us.

Below is a sample letter or email to send to your owners to introduce them to the idea of online
statements and help set the stage. Once they have agreed to the idea, you are ready to begin
Method 1 or Method 2 (which follow) to give them the information necessary to create an account.
You can also send them the How To #367 for step-by-step instructions.

Your Company OWHNER Website Portal

Many of you have been requesting more online and we have been listening. Your
Companyis pleasedto announcethatwe are now offering online electronic statements
and documents. We now have oursecure online OWNER PORTAL through our website
at www.yourcompany.com where you will have the abilityto view, printand download
wvour monthly statements, leases, insurance documents, annual inspections, pictures,
and more. It has the ability to store vour statements and documents. And best of all,
there are MO additional paperstatements. In anticipation of you “Going Green”we have
already uploaded your XXX - YYY monthly statements. If we currently have your email,
we will be sending you an email with the next week with instructions on how you can set
up vour account on our website. If you are not sure if we have vour email, please send
us an email at notice@yourcompany.com and we will be sure to set you up so that
youcanlogin.

Your Company will also be making a change in our monthly Owner Statements
beqinning in Month-Year. We now have the ability to place a note on your statement
that gives you the details of exactly what work was peformed on a particularinvoice.
This note will replace the invoice copy (bill)that is presently sent with your paper
statement. In orderto get yvou usedto the change, we will have both the notes and the
bills includes in your statements from XXX - YYY. Starting in ZZZ we will no longer
provide the actual invoice copy with vour statement. Rest assured, should vou ever
need a copy for a particularreason, we will retain electronic copies for at leasts years.
You will continue to receive other documents such as leases, insurance declarations,
etc. as needed. All of these documents (notthe invoices) will also be uploadedtothe
secure owner portal on our website.

Ourdesireis that you elect to receive your statements and all these documents
electronically through ourwebsite Owner Portal and stop receiving the paper
statements. If this is vour desire, please send an email to potice@yourcompany.com
andwe’ll stopthe paperstatements. Of course, all comments and suggestions are
appreciated.
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Method 1 - A letter from PROMAS - Mailings, Edit Letters.

This requires only one step because the letter will include all the information they will need for Step 2
after receiving the email with the link. This letter can be created in Mailings, Edit Letters and printed
from Mailings, Owner Letters.

Thiz letter contains the information you need to set up your account on PROMAS Central to access your
owner statements, documents and activity. |f more than one email address is included in the Verification
Code below, please use only the first email address.

STEP1

* Go to www PROMAS Central. com

* Click on Owner ¢ Investar.

* Click Create Account.

* Enter the Email address where pou want the verification sent.
* Enter and verify a Password.

* Click the | Agree radio button.

* Click Proceed.

“ou will be zent an email with a link to use for Step 2.

STEP 2 Link to your managed property account, . . .
* Click on the Link in the email to get the Account Yerified screen. Lette rsu bStItutIO nsin P RO MAS
* Click on Logon now

* Logon using the email address and password uzed in Step 1.
* Click Add.

* Enter your Property Manager 1D of : 1234564,

* Enter your Client [D of

{Ledaer D}
* Enter your Yerification Code of : {Maiarity. Emailt

* Click on Link Accounts

'we trust that having ready access to this information will benefit you greatly. [f you have any questions,
pleaze do not hesitate to contact us.

Best Regards,
Ermma Bull

Maple Management
703-555-2287

PROMAS Demonstraton Package This is a letter that can be created in FROMAS to send to all
311D Maple Avenne Wast FOUT OWTIETS,
Vienna, VA 22180

Donald 5. Schenk
3342 Alligator Walk
Plantation, FL 74300

This letter contains the information you need to set up your account on PROMAS Central to access your owner
statements, documents and activity. If more than one email address is included in the Venfication Code
below, please use only the first email address.

STEP1

* Go to www. PROMASCentral.com

* Click on Owner / Investor.

* Click Create Account.

* Enter the Email address where you want the verification sent.

ThlS iS the Ietter * Enter and venify a Password.

* Click the I A adio button.
generated by the above Ol Propa T oo lon

through Mai“ngs, * You will be sent an email with a link to use for Step 2.

STEP 2: Link to your managed property account.

* Click on the Link in the email to get the Account Verified screen.

* Click on Logon now

* Logon using the email address and password used in Step 1.

* Click Add.

* Enter your Property Manager ID of : 1234356VA

* Enter your Client ID of SCHENK

* Enter your Verification Code of :  support@promas.com:lyn@promas.com
* Click on Link Accounts

Owner Letters. If you
have used a semi colon
to separate multiple
email addresses, the

owner will have to

entert h eve rlfl cation We trust that hav::.ug ready access to this information will benefit you greatly. If you have any questions,
please do not hesitate to contact us.

code using a comma
instead of a semi colon.
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Method 2 - Email owners/tenants from your email program or from HeroPM or send a general
letter attached to statement.

The email or letter you send will have the same format as the letter from PROMAS, but will not
include the information for Step 2 (see page 13). Once they indicate their interest, go into the HeroPM
control panel, RPManagement tab, Owners (or Tenants). Bring up the list of all owners (tenants) and
click on the "Send/Resend Portal Account Linking Message" (envelope with yellow tab under Details)
icon for each owner who is interested. They will receive an email with the information they need to
create their account, as indicated in Step 2: Link to your managed property account.

|E_]Intro | AF: P Listings | [.'? lIEPWOMAS Central -élVR Listings W VR Management I PM Website ' Configuration BHeIp

ﬁ % » CPL » RPM » Owners » Lookup ] Quick Navigation - E i O

Owner Lookup Search Again
_j] CHEEK Carl Wayne Cheek 404-555-2001 chico@mrh.promascentral.com,cwc@promas.com 'ﬂfl,., ) l:‘
_j] CLAYTON Frederick L. Clayton 619-555-5483 Fredc@mrh.promascentral.com,sage® promas.com 'ﬂfl,., ) l:‘
_j] FISCELLA David & Judy Fiscella face@mrh.promascentral.com 'ﬂf |,9 = l:‘
_j] GOLDEN Harrison 5. Golden 502-555-3400 GoldenS@mrh.promascentral.com,whitey @ promas.com 'ﬂfl,., ) l:‘
4 GRAY Peyton T. Gray 011-43-23189-9932 tiger@mrh.promascentral.com 'ﬂfl,g = l:‘
G HARRS Charles W. Harris 302-555-2319  cwh@mrh.promascentral.com we [
@ LEBENSON Ira C. Lebenson 572-555-6648  ira61@mrh.promascentral.com we [
@ PoisT Joseph Poist 502-555-3400 joep@mrh.promascentral.com w2 [
3] PORACH James J. Porach pork@mrh.promascentral.com, pork@promas.com 'ﬂi’be ) D
@ SCHENK Donald S. Schenk 305-555-9839 dons@mrh.promascentral.com.ds@promas.com @ ]
@ sTov Robert Stoy 619-555-5483 stoyboy@mrh.promascentral.com W@y ]

11 results found

The owner (tenant) will receive an email similar to the one below containing the information he needs
to follow the instructions in Step 2.

Dear Ira C. Lebenson:
Following iz the information you will need to establish the comnection to your managed account through our online portal.

Cr Property Manager ID: 101123V A
Tour Client IT: LZEBENZCH

Your email address: le@promas. com
Your verification code: le@promas. com

Please log on to our website or contact us if vou have any questions or need addiional mformation.
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