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1.0 TRUSPACE ONBOARDING PROCEDURES

1. Contractis negotiated and signed by client
2. [If report has been finalized but is NOT in TruSpace:
a. Building is confirmed and activated in TruSpace
RP and PT Command is run in CAD
Report is set as SSI Viewable
QC of report and tenant data
Building report is activated in TruSpace.
Report is set as Client Viewable
Report is shared with contract contact
3. If the report has NOT been finalized and building is NOT in TruSpace:

@m0 ao o

a. Company is created in TruSpace
Building is created in Drawing Vault
Building is confirmed and activated in TruSpace
RP command is run in CAD
PT command is run if there is tenant data
i. Creating a prelim report
Report is set as SSI Viewable
QC of report and tenant data
If changes are made to tenant data,
i. Rerun PT command
ii. Rerun RP command to finalize report
iii. QC of finalized report and tenant data
i. Building report is activated in TruSpace
j. Reportis set as Client Viewable
k. Reportis shared with contract contact
4. Company Administrator/Manager receives invitation/share email.
5. Company Administrator/Manager sets up their account.

PaoyoT
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a. Upon setting up their account they accept their user role and assigned properties.

6. Report Review is done with client

2.0 LOGIN

Go to www.truspace.com and login with your SSI email.




Welcome to TruSpace by . the leader i since 1985

pac reports, track chy

Use your login for any Stevensons System cloud offerings:

Brivacy Policy

Click Continue.

Enter your network password under Password.

Welcoma to TruSpace by Steven: toms, the laader since 085,

“

Eorgot Paseued)
Use your login for any Stevensons System cloud offerings

Click Login.

2.1 TwO-FACTOR AUTHENTICATION
Upon signing in, you will be asked to verify your account, if you haven’t already done so.

You will be prompted to select either your Stevenson Systems email or your phone
number to send a verification code to. The phone number listed is your phone number
in Active Directory, to change this please contact Jesse Browne.



Welcome te TruSpace by Stevenson Systems. the leader In bullding measurement and space management since 1985,

TruSpaca is here to manage customer data from building measurement reports, track changes, and report on space accounting and
effeciencies.

Two-Factor Authentication

To help protect your account. we require Two-Factor Authentication.
We send you a verification cede each time you log into your account.

How should we send you codes?

o TextMessage
¥ We'll send your code via text message to +1BX****%774, How can | change this number
Email
Well send your code via email to @

Select which mode of delivery you prefer.
Click Send Code.

A verification code will be sent via the delivery selected. Enter the code into the space provided.

Walcoma o TruSpace by Stevenson Systems, the ieader In bulldging measurement and space management since 1985,

Truspace is g6 cl aata from 1l reports. rack changes. and report on space accounting and
affaciencies.

Two-Factor Authentication
Please enter the code we sent Lo 184+ xx xx774,

L] mememberme

fesena tooe

You will have to verify your account each time you log in if the Remember Me checkbox is left
unchecked.

Check the Remember Me checkbox.

Click Continue.



You will be logged into your account.

3.0 DASHBOARD

The dashboard is a place for you to see statistics related to all SSI buildings.
The data displayed here, unless specified otherwise, is for FINAL reports.

If at any point, you would like to return to your dashboard, click the Stevenson Systems logo B inthe
top left-hand corner of the page.
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Average Floor Size 23,047143 28 :
Tatal Floars a7
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| . .
Average Value SqFt 250 “ I
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Average Size Building 183481143 Measured: 4 :
Rollover SqFt By Yaar
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3.1 EDITING THE DASHBOARD
To customize the portfolio dashboard, click Edit.

Here you can drag and drop a statistic or chart into your dashboard (2 and 3), then select the type of
statistic or chart from the dropdown that you would like to add.
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To edit an existing widget, click on the Settings icon (1) in the top right-hand corner of the existing
widget. From here, you can select the new type of widget and/or select a different region for a statistic
to represent. Click Apply to save any changes made to the specific widget.

Click Save (5) to save any changes made.

4.0 PROPERTY INFORMATION

4.1 PROPERTY LISTING
Property Listing displays all properties in our database. Clicking on a property will redirect you to the
Measurement Reports page.

The information provided in the table is generated by the Report Version selected under SSI Viewable
Report Version in the Property Summary page.

In the screenshot below you will see that 999 High Garden and 1000 Winterfell are highlighted in pink,
indicating that the report being displayed is a preliminary report. Additionally, 1234 South Main Street
and 600 Casterly Rock are highlighted in blue, indicating that the report you’re seeing doesn’t match



what a client is seeing (see SSI Viewable).
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1. Company Filter — here you can filter properties in the table by Property Owner.
Note: The screenshot above is filtered for MyAccess, Inc. properties.
2. Table Search — here you can search the table by all fields in the property’s address (Building
Name, Building Address).
3. Table
a. Property — property address, building name, building code
b. Measurement Standard/Calculation Method — measurement standard and calculation
method used for the report version selected under SSI Viewable
c. Report Version/Report Status — The report version and status of the report selected
under SSI Viewable
Base Client RSF
Target RSF
Factor
Base Opportunity RSF/%
Current Client RSF
Remaining Opportunity RSF/%
j. Tools
i. Property Tenant Log
ii. Building Measurement Report
iii. Drawing Vault
k. Actions
i. Create an Order
ii. View All Orders
iii. Invite a User

S® 0o

You can also view and download a summary of all building reports. To download all buildings, click the
Download icon IEN .



A return-to-top arrow will appear on the bottom right-hand side of the page if you have scrolled beyond
the first page. Click the & icon to return to the top of the page.

4.1.1 PROPERTY TENANT LOG
Click on the Property Tenant Log icon B to quickly view a Tenant list by floor.
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The log will display rentable square footage information for each floor and each suite within that floor.
This is an identical view of the Tenant Listing.

1234 South Main Strest — 1234 South Main Sireet, Los Angeles 30015 x
2 Cotapse il

Load Factor ARSF Load Factor B RSF Markst Factor FSF
Tenant LeasaExpirstion  CHN{RSF  LoadFactorA  OpporntyRSF  LoadFactrB  OpporiniyRSF  Marketlosd  Opportunity RSF

wrsoo 10t 62184 uese 150087 ° 000
4336 & 5 a

BankingsUSA 0m@28 A0S0 450872

OffceoitheBuiding  2022-06-30  5180.00 475207

ConteronceFociity  2022-10-30 143200 131

Press Prnting 2030930 119800 10891

Tenant Lounge 2022-05-30 12700 s

SkyBius 2021-04-30 359700 329473

4.1.2 BUILDING MEASUREMENT REPORTS

To view an individual property’s building measurement report, Click the Building Report icon © .
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Annotations can be done directly within the report. You can update the annotations, submit changes,
download the PDF, or finalize the report within the window.

4.1.3 DRAWING VAULT

To access CAD drawings via the drawing vault, click on the Drawing Vault icon © from the property
listing page.
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A new tab will open, allowing access to the drawing vault for the selected property.
3 My Propertics - MyAccss x| @ Theon x + 2 = %
@ & devdrawingvaulteom/vault g =NzUI0HVe2Vy TmFZTITUOIBZGA phkFj¥2V2e QY XNzd29yZD1 UeFFabyEyMio= 2 x 0@ :
Drawing
Vault
1234 South Main Street - 1234 South Main Street, Los Angeles, CA 90015 EIREEERG
Owner: MY ACCESS. INC FProject: Test Project ‘Owner Code: 123Ms0
Bullding Type: Omea Total Floers: EE] Location Cooe:
Building Use: Miscellangous Total Suites: 63 $§1 Code: 12ams
SueFies | FloorFles  CoredShel Hisiorcal  ComeaShel-Renovaion  Parking-Historcal  Parking - Renoaton
Clck o Entrg
17 18 19 20 al 22 23 | 24 25 26 PH1 PHZ Floor Camposite
oi]] Suite
Select *Add Suite' to create a suite and add drawings. No Drawing

Available

Building Drawing
Count Summary

Core & Shell
Tots! Zipped: 0
CAD Zipped. 0
Tit Zioped 0
Indexed Sheets- 0
Floor
Total Zipped: 2
CAD Zioged. 1
T Zipped 0
Indexed Snests 0
Suite
Total Zipged: 17
CAD Zigped 8
Ti Zioged. 1
Indexed Sheets- 6

If you are wanting to access a different property within Drawing Vault, you will either have to find the
property within TruSpace and click on the Drawing Vault icon for that individual property, or login to the
Drawing Vault admin site.

4.1.4 CREATE AN ORDER VIA PROPERTY
From the Property Listing table, click the menu icon on the far right.
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showing 6 of 6 results
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You will be redirected to the Create Order page. The address and building code are
prepopulated for the selected property address (see the Property Details in the
screenshot below).



Orders o

Craam
arer
Client Information Order Details Craata Order
First Name: Phone. E”:fg';ze port ?::::‘Tm select arequest type.. v
Comments
Last Name: Company:
Fie Edt View Insert Format Tools
Email: 8l o
Property Details Details / Comments
Property 1234 South Main Street Building Code: 123MS
Address 'g Lode-
Property City Los Angeles Floor:
Property State: cA Suite: 4
Attachments
Property Zip: 0015 Tenant:

Click or drop up to 8 files here to add attachments.

To be able to filter orders by Service Type on the Active Orders and All Orders pages, be
sure to select a Service Type from the Requested Service Type dropdown.

Enter the required fields and click Create Order.

4.1.5 VIEW ALL ORDERS VIA PROPERTY
To view all orders for the specific property from the Properties list, click on the menu icon on the far
right.
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Click on View All Orders.
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Once selected, you will be redirected to the All Orders page, where the search bar will be prepopulated
to filter for the property you selected.

All Orders
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4.1.6

Click on the menu icon on the far right.
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INVITING A NEW USER VIA PROPERTY
As an SSI Admin, you are granted the permission to invite a
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new user to a property.
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Click Invite A User from the menu.
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Note: If a property is inactive, the Invite a User option will not display. To invite a user to this property,
it must first be activated and Q&C must be performed.

Once selected, an Invitation overlay will be displayed.



Invite

Emait

Company.

Enter the new member’s email address under Email.

The property owner will be defaulted as the Company for the new member. If this Company is not
accurate for the member, click into the Company field, remove the existing Company, and type in the
correct Company.

Lastly select the user access level for the individual you are inviting.
Click Submit.

The property mapping overlay will be displayed. From here, you can add additional properties you want
the user to be invited to.

The invited user will receive an invitation email with a link to TruSpace. This will allow them to sign into
or create their account, as well as accept their user role/properties before viewing the data.

4.2  PROPERTY MAP
A map of all properties in the database.
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You can filter the map to display only properties associated to a specific company by entering the
company name into the company filter. Notice in the image below, the map is filtered for those
properties associated with MyAccess, Inc.
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By clicking on a property in the property list, the map will zoom into the selected property. Click
Unselect at the top of the map to return to a panoramic view.

By clicking on the red pin on the map or doubling clicking the property address, you will be taken to the
Property Summary page.

4.3 PROPERTY SUMMARY
From the Property Listing page, select your desired property.
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You are redirected to the Measurement Reports page. Click on Property Summary from the sub
navigation.
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The Property Summary displays a summary of a building’s information and report detail.
Building Information is specific to the property.

Contact Information includes our internal Project Manager and Sales Representative as well as the
Contract Contact.

Report Information, Market/Capped Information, and Suite Information provides details regarding the
report selected under SSI Viewable Report Version.

Building Roport Datail

Bulaing nformation Gortactintormation
‘Busang Actve Project Manager suoc v
SalesRep seect v
Subscription Level
Contract Contact ep— v
MY ACCESS: MG
@amer Reportinformation
v U Reportactve
estment o 55 Viowabia Report Version e
Chent iewatis Report Varsion s v
Bukting Code s
Feport Status. proiminery
BukdngName 1224 St o Sroet.
Measusrement Starcisrd oo oemce
Streot Address 1234 St Main Stroat
Feport Date P
ciy Los Angoins
(D Factor Method nonE
state [R— v
(DFactor o
Zp Code 005
country F— (D Toten Rentatie prees
Region v DowntRentsbic P
Bulding Type o ¥ DhRentable Varionce w000
Ve Constructed v
Opportunty Percent o
Tota Floces »
Market/Capped Information
wner CostrSatt 20 (DMarket Factar
Base Rentabie o Mttt et

4.3.1 EDITING PROPERTY SUMMARY
As an SSI Admin you can click the Edit icon to edit certain fields.



Building Report Detail

Buiding Information

Butang Aetive

Subscription Level

owner

Inuestment Fund

Bukding Code

Bulding Name

Street Address

Buiding Type

Year Constructed

Total Floors

Owner Cost/sat

Once selected you can edit the following fields:
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Market/Capped Information

(D Market Factor
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Building Report Detail

n

Builting nformaton

Buiking Active
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Owner

Iwestment Fund

Buiding Code

Busang Name

Street Adcress

Country
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Buidng Type

‘Year Consiructed

Totai Flaors
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Report Status [r—
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e Building Active: this allows for the building to be assigned to and viewable by a client.
e Owner: every building must be assigned an Owner. This will associate the building to a company

within our database

o “Add Owner” button is displayed under Owner. Click Add Owner. Click into the text box
and start typing the company name. If the company is not in our system, add the
company into TruSpace before proceeding



e Property Address: the address, city, state, zip, country, region, building type, and year
constructed are editable.
o Changes made to the building address here will need to also be changed in Drawing
Vault.
o Regions are custom to each company. To add regions to the dropdown, go to Region
Generator.
e Base Rentable and Base Year

Report Detail

e Contact Information: specific to the building/project
o Project Manager: Stevenson Systems project manager
o Sales Representative: Stevenson Systems sales representative
o Contract Contact: defaulted to the company administrator. This dropdown list contains
all company administrators for the company under OWNER. If your contract contact is
not displayed, invite them as a company administrator first and then assign them here.
e SS| Viewable Report Version: selected report version populates the Property Listing, Property
Summary, and default Tenant Listing report version for SSI Admin ONLY.
e C(Client Viewable Report Version: selected report version populates the Property Listing, Property
Summary, and default Tenant Listing report version for CLIENTS.

e Report Summary: this data is directly coming from CAD. Any changes made here will be directly
reflected in the Tenant Listing

Click Save to save any changes made.

4.3.2 ACTIVATING A BUILDING
To activate a building, select the Properties tab from the main navigation.

Portfolio Dashboard n
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Measurement Status Finsl Reports Summary Rollover Captursd SqFt
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Tt ent Clien 98.072.561.92
Finalized: 765 alcul 73.002.203.05
Current Leased RSF 4355589656
MNotMeasured: 1214 Total Floors 2162
Total Occupied Suites 7746

Total Vacant Suites 1874
InProcess: 340 Total Occupied RSF 42,124.856.68
Total Vacant RSF 1421,039.88

Follover SqFt By Year

You can narrow your search by selecting a company or typing in an address or building
name into the search bar.



Click on the property from the Property Listing.

Select Property Summary from the sub-navigation.

Propartios

1234 South Main Straet — 1234 South Main Street. Los Angales 90016

Building Report Detail

Building Information Contact Information
Bullding Active Project Manager TaraFinigan ~
subscription Level Selas Fop TaraFinigan v

Contract Contact Pat Test ~
Owner WY ACCESS NC Reprt ormation
51 Viewable Report Version R0a v Reporthctive

Investment Fund

On the left side under building is the active field. If the box is not checked, the building is
inactive.

Properties

1234 S0UTN Main Street — 1234 South Main Street, Los Angales 90016

Building Report Detail

Buiding Information Contact Information
I Building Active I Project Manager Tara Finigan v
Sales Rej TaraFin o
Subscription Level salesHep D
Contract Contact Pat Test v
MY ACCESS, INC.
Gwner Report Information
Inveatmant Furnd SSI Viewable Report Version Rga  w| FReportActive
Client Viewabla Report Version fos v

Building Code 1Z3MS

NOTE: There is an active field under report detail. THIS IS NOT REGARDING THE
BUILDING; THIS IS FOR THE REPORT VERSION DISPLAYED.

Click Edit. Click the Active check box.

Properties
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Click Save.
The building is now active, meaning it can now be assigned to a user.

4.3.3  SETTING REPORT VERSIONS

The Property Listing page displays the property in a blue highlight if the report version selected under
SSI Viewable Report Version and the report version under Client Viewable Report Version DO NOT
match. This is an indication that Q&C is needed for the building.

4.3.3.1  SSI VIEWABLE REPORT VERSION
SSI Viewable Report Version drives the report data displayed in the Property Listing, Property Summary,
and default Tenant Listing for SSI ADMIN ONLY.

SSI Viewable Report Version dropdown includes both active and inactive report versions. This allows for
Q&C before showing a report to a client.

To set the SSI Viewable Report Version to Q&C a report, click edit.

Report Detail

Click on the dropdown.



Properties. =

1234 South Main Street — 1234 South Main Street., Los Angeles 50015
Building Report Detail
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This dropdown includes both active and inactive reports. The dropdown displays inactive reports with a
grey background. Once selected, the report active checkbox will be checked for active reports and
unchecked for inactive reports.

Select the desired report and then click Save.

4.3.3.2  CLIENT VIEWABLE REPORT VERSION
Once the report has been Q&C'd, first set the report to active under the Measurement Reports page
then set the Client Viewable Report Version.

Click on Property Summary. Click Edit.

Praperties )

Building Report Detall

Buiding Information

1226 South Msin Street — 1234 South Main Strest, Los Angeles 20016

Buiking Active:

Click on the dropdown for Client Viewable Report Version; you will notice all active reports are listed.
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Building Report Detail

Buiiding nformation Cantact information
Building Active Project Manager Tarafrigan ~
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Select the desired report version. This report version will display the data for a client in property listing,
property summary, and tenant listing pages. They can still view the other active reports, however, this is
the default data set they can see.

Once selected, as it should match the SSI Viewable Report Version, the blue highlight will no longer be
visible.

Building Report Datail
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Click Save.

4.4 MEASUREMENT REPORTS
All report versions that have been uploaded to TruSpace via the RP command in CAD are displayed here.



1234 South Main Strect — 1234 South Main Street, Los Angeles 00015

Report Date Active Field verified Report Version Report Type Measurement Standard Factor Method Factor Total Rentable Action
2072-08-16 No ves R06 Preiminary BOMA 2017 OFFICE NONE o 646.,643.35 s |
2022-08-16 Yes Yes RO4 Final BOMA 2017 OFFICE METHOD B 12043 646,643.35 @+AZN
2022-08-16 Yes No RO Preliminary BOMA 2017 OFFICE NONE [ 646,643.36 R lra |

20710114 Yes ves R03 Final BOMA 2017 OFFICE METHOD 8 12043 o DAL T

A building report’s status can be found in the table. To edit this click the edit icon under the Action
column.

NOTE: By changing a report’s status from active to inactive, it will be directly reflected in the Property
Summary page. The inactive reports will ONLY be displayed under the SSI Viewable Report Version
dropdown.

To view each individual building report, click on the eye icon @ under the Action column. To download
the building report, click the download icon. To delete the report, click the trash icon.

4.4.1 IMPORTING REPORT AND TENANT DATA INTO TRUSPACE

4.4.1.1 MEASUREMENT REPORTS
Open desired building in CAD.

Run the RP Command
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Click Update.

Note: You must run PT at this time for tenant data to also be displayed in TruSpace.
Log into TruSpace.

Go to Properties.

Search for the Property you ran the RP command for.



MY ACCESS, INC. x

Properties

showing 6.0f 6 results

@3] 1000 Winterfol BOMA 2017 OFFICE RO 297852 295.066 12626
[S[@e1 1000 Winterfel METHOD B Preliminary
QIBSL  5an Francisco. CA. 51556
100WIN
1234 South Main Street BOMA 2017 OFFICE RO4 646,643 646,643 12043
1224 South Main Street METHOD B Final
Los Angeles. CA. 90013
123MS

EE 1428 Eim Strest

Biea] 1428 Em Street

. Los Angeiest. CA, 90210
2L

Click on the Property.

You are redirected to Measurement Reports.

Proportios
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Click on the edit Icon (see arrow in screenshot above).
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Check the Active checkbox.

Click Submit.

4.4.1.2 TENANT DATA
Click on the Tenant Listing tab.

Edit SSI Reports

Report Date
0B/16/2022
Measurement Standard
BOMA 2017 OFFICE
Report Version
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Report Status
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Edit SSI Reports
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Report Version
Ro8
Report Status
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Approved Date
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51 Measured Gross.
102163418

Current Rentable
84664335

Factor
0.0000

Measured RSF
4664335

Factor Method
NONE

Market Factor
0.0000

Market Factor Rentable
o

Non-Typical Report
No

Square Area Type
Square Feet

Upload PDF
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Upload PDF




1234 South Main Strest — 1234 South Main Stroat, Los Angeles 90015 Report S

Report Version oS v

Measurement Standard: ANSI/BOMA Z65.1-2017 OFFICE STANDARD
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Custom View
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 Collapse A

Until you run the PT command in CAD, no data will be displayed here.

Open CAD. Run the PT Command.
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Select the options selected in the screenshot above.
Click Execute.

Refresh the Floors and Tenants page in TruSpace.
Select the correct Report Version from the dropdown.

4.4.1.3  UPLOADING MARKET RENTABLE AND MARKET LOAD
For reports with Tenant Market Rentable and Market Load, you will need to run the RP command again.

Run the RP Command.
Select Market Factor as Calc Method.

Input Market Load Factor.



Click Update.
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In TruSpace, Click on Properties. Select the specific property.
Click on SSI Reports.

The report ran in CAD will display as inactive. Click on the Edit icon.
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2021-01-14 Yes Yes RO3 Final BOMA 2017 OFFICE METHOD B 12043 0 @y AZ W

Check the Active checkbox.



Edit SSI Reports

Report Data 5SIMaasured Gross
08/18/2022 1021634.18
Measurament Stanard Currant Rentable
30MA 2017 OFFICE 64664335
Report Version Factor
RO3 0.0000
Report Status. Measured RSF
Prefminary 4884335
Fleld Verified Factor Method
ves NONE
Approved Data Market Factor
08/18/2022 0.0000
Markat Factor Rentable
Active o
Non-Typical Report
N
Square Area Type
Square Feet
Upload PDE

Chooso File

“

Click Submit.

4.4.2  ACTIVATING MEASUREMENT REPORTS

Activating a Measurement Report can only be done under the Measurement Reports tab. You MUST set
the desired report as the SSI Viewable Report Version and Client Viewable Report Version for TruSpace
to accurately display the data.

To activate a report, click on the Properties tab.

Select the desired property.
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You are redirected to the Measurement Reports tab.



1234 SoUth Main Street — 1234 South Main Street. Los Angales 90015

Report Date Active Field Verified Report Type Measurement Standard Factor Method Factor Total Rentable Action

2022-08-16 No Yes ROS Prefiminary BOMA 2017 OFFICE NONE 0 646.612.35 o] |
2022-08-16 No Yes ROS Prefiminary BOMA 2017 OFFICE NONE o 62664235 @vER
2022-08-16 Ves Yes RO4 Final BOMA 2017 OFFICE METHOD 8 12043 646,602.35 @LAdZL |
2021-0%14 Yos Yes RO3 Final BOMA 2017 OFFICE METHOD & 12043 0 VAL W

You will notice the active field for the report will say no.

Proparties

1234 South Main Streat — 1234 South Main Street, Los Angelas 90015

Report Date Active Field Verified Report Type Measurement Standard Factor Method Total Fentable

2022-08-6 Yes A0S Preiminary BOMA 2017 OFFICE NONE 0 646.643.35 T |
2022-08-16 No Yes RO Praliminary BOMA 2017 OFFICE NONE 0 646,643.55 R Ard |
2022-08-16 Yas Yas RO4. Final BOMA 2017 OFFICE METHOD B 12043 646.643.36 VAL T
2021-01-14 Yes Yes RO3 Final BOMA 2017 OFFICE METHOD B 12043 0 @V AZW

Click on the edit icon under Action.

Edit SSI Reports

Report Data SSIMeasured Gross
0841612022 10263418
Maasurement Standard Current Rentable
BOMA 207 OFFIGE 51884335
Report Version Factor
ROS 00000
Report Status Measured RSF
Breliminary 4864335
Field Verified Factor Method
es NONE
Approved Date Market Factor
08/16/2022 00000
Market Factor Rentable
[}
Non-Typical Report
No
Square Area Type

Square Feat

Upload PDE

To activate the report, click on the Active checkbox.

To deactivate the Report, uncheck the Active checkbox.



Edit SSI Reports

Report Date
08/18/2022

Measurement Standard

SSIMaasured Gross
0263418

Current Rentable

BOMA207 OFFICE 64864335
Report Version Factor
ROS 00000
Report Status Measured ASF
Prekminary 64664335
Fiald Verified Factor Mathod
ves NONE
Approved Datz Markat Factor
0811612022 00000
Markat Factor Rentable
Activa 0
Non-Typical Report
No
Square Area Typa
Square Feet
Upioad POF

Choosa Fle

Click Submit.

ONLY active report versions are displayed in the Client Viewable Report Version dropdown in the
Property Summary tab. Be sure to set the Client Viewable Report Version to the correct active report.

4.4.3 VIEWING MEASUREMENT REPORTS
Viewing a Measurement Report is done via the Measurement Reports tab.

Click on the eye icon or the report in the listing.

Propartios

1234 South Main Straet — 1234 South Main Street, Los Angeles 90015

Report Dats Active Measurement Standard “Total Rentable Action
2022-08-16 No Yes RO Preliminary BOMA 2017 OFFICE NONE o B46,643.35 4 |
2022-08-16 No Yes 06 Profiminary BOMA 2017 OFFICE NONE [ 846,642.35 Xcd |
2022-08-16 ves ves Ro4 Final BOMA 2017 OFFICE METHOD B 12043 84684335 @y AL
2021-01-14 Yos Yes RO3 Final BOMA 2017 OFFICE METHOD B 12043 0 VAL

The selected measurement report is displayed in a new window. Here you can annotate directly within
the report or download the report. You can then submit changes or finalize on behalf of a client.



£ 55( Report - Reports - MyAccess - Google Chrome

& myaccess.stevensonsystems.com/ssi-reports

Building Measurement Report - 1234 South Main Street,Los Angeles CA 90015 m \posta -
+

TX LA BEBD B K ¢« . 5> o @ = @

1234 South Main

2024

Address
A M
Los Angele
202{

Report Type
204 2017 Office - N

fethod B
Report ID
e

Report Date

4.4.4  ANNOTATING A REPORT
Annotations can be done directly within a report.

Click on one of the annotation tools at the top to begin annotating.

Propertios

1 551 Report - Reperts - MyAccess - Google Chrome.

@ myaccess stevensonsystems.comssi-reports/ 7578/ reports/B614

% Close Tab

Building Measurement Report - 1234 South Main Street.Los Angeles CA 90015 m
1234 South Main
A B30 B K« w33 amae

35 DVET
a5 @vEW
23 @vAdEE

@LAXTE

Select either the text or pencil icon to use for annotations.



C @ myaccess] B S5i Report - Reports - MyAccess - Google Chrome

@ myaccessst

X Close Tab

Building Measurement Report - 1234 South Main Street,Los Angeles CA 90015 m m

ST X 18380 B Kk ¢« < > 9 a = a
1224 Soutn Mainstroct| [N A CE GG
2022-08-f g8
2022-08-1| ki AR 2103 |
2022-08-1| P‘ﬂf)ong'ype’” { ®vAZE
2021-01-14 e @vAZw

Report ID
Report Date

Approved Date

Enter your annotations directly within the report.

Once completed with your annotations, click Submit Changes or Update at the top of the page.

£ SSI Report - Reports - MyAccess - Google Chrome

@ myaccess.stevensonsystems.com/ssi-reports/7578/reports/8616

X Close Tab

Building Measurement Report - 1234 South Main Street,Los Angeles CA 90015 e e—
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|
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Report Type
2017 ce - Method B
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Report Date
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04-0 9

o
&
B
&
z
2
H
H
B

Stevenson
Systems™




NOTE: If you return to TruSpace at any point while making annotations without clicking Update, your
annotations will be lost.

445 SUBMITTING CHANGES TO A MEASUREMENT REPORT

Whether you decide to annotate directly within the report or download as a PDF and annotate outside
of TruSpace, go to the Measurement Reports page to submit the changes for report modifications to be
made.

Click on the report you are submitting changes to.

1224 South Main Street — 1234 South Main Street, Los Angeles 90016

Report Date Active Field verified Report Version Report Type Measurement Standard Factor Method Factor Total Rentable Action
2022-08-168 No Yes RO& Praliminary BOMA 2017 OFFICE NONE o 646,643.36 oRdry |

2022-08-16 Yes Yes RO4 Final BOMA 2017 OFFICE METHOD 8 12043 64664335 iy |
2022-08-16 Yes No. A0S Preliminary BOMA 2017 OFFIGE NONE 0 64664335 PLAZT

2021-0114 Yes Yes ROZ Final BOMA 2017 OFFICE METHOD B 12043 o @LAZW

Click Submit Changes



£ 55| Report - Reports - MyAccess - Goagle Chrome

@ myaccess.stevensonsystems.com/ssi-reports/7578/reports/8616

X Close Tab

Building Measurement Report - 1234 South Main Street,Los Angeles CA 90015 e —

€ w3 3 A mq

1]

-
4
[
(i
()
i)
T

e - Method B

Report ID

STEVENSON BYSTEMS, INC.

If you are annotating directly within the report, make sure that the include annotations box is checked.
This will include the annotations as a PDF within the Report Modification order.

Submit Changes

Comment

Click or drop up one file here to add attachments

Include Annotations

You can enter additional information into the comments section provided. Additionally, if you have
elected to download the report to do annotations outside of TruSpace, you will attach the file here



under the attachment box. Either drag and drop the file or click into the box to select the file from your
folders.

Submit Changes

Provide a summary of the changes needing to be made

Click or drop up one file here to add attachments

Include Annotations

Once completed, Click Submit.

You will be redirected to the Report Updates page. The item in the list is a summary of the report
modification made.

1224 South Main Street — 1234 South Main Street, Los Angeles 90015

Requested By Date Requested Report Status Report Version Measurement Standard Factor Method Changes Requested Related Order

Tara Finigan 2022-08-16 Final RO3 BOMA 2017 OFFICE - Report Modifications Order #14973

By clicking on the item in the list, you will be redirected to the related order.



Ordered By Order Details
Frt Name hor: 002 Butding flapart it or Date: e Requested Servcs Type: S —
LastHerre: Finigen Company MYACCESS NG OrdeclD: ary
Fnat il oo

Files
Property Details ]

)

[En— G4 St bham ot [ s s sace e el CAMEOTE T
Property City: Los Angeles. Floce: Notes
Praparty state: o S ==
— oo

e — ==

Ondo Stats Compitsa  GAG2AZ 026200
TF Tora Finigan
e
e
e
S fram it

Use the Assign button to assign the order to whomever is doing the report modifications.

4.4.6 FINALIZING MEASUREMENT REPORT
You may finalize a report on behalf of a client, if necessary.

From the Measurement Report window, click Finalize.

551 Report - Reports - MyhAcces: - Google Chvome = X
@ myaccess.stevensonsystems.com/ssi-reports/7578/reports/8616 o~ Q

X Closa Tab

Building Measurement Report - 1234 South Main Street.Los Angeles CA 90015

TX L1 ED B K ¢ 5 3 Q = Q

1234 South Main Street — 1}

1

2022-08-16 Address s |
20220816 : ovEw
2022-08-16 Report Type @vAZN
2021-01-14 VAT

Report ID

Report Date

Approved Date

Select a Load Factor. Accept the terms and conditions and enter your initials.



111 551 Report - Reports - MyAccess - Google Chrome

& myaccess stevensonsystems.com/ssi-reports/7578/.

Finalize Preliminary Report

Report Version:R06 ‘ FactorMethod

Measurement Standard: BOMA 2017 OFFICE

1234 South Main Street — 1

Terms and Conditions

understood, t

that ion of the load factor o footage or requires
new CAD di willincur the
buiiding and all corresponding tenant information.

\ 4

1accept Stevenson Systems Terms and Conditions.

<=

Click Finalize.

You are redirected to the Report Updates page. Note that the Changes Requested field denotes Report
Finalization.

1234 =t —1234 L
Roquested By Dato Roquestod Roport Status Report Version Mensuroment Standard Factor Method ‘Changes Foquestad Relatod Order
Pat Test 20220816 Prefiminary AOG BOMA 2017 OFFICE Load Factor & Order 412975
TaraFirigan 20220816 Final RO3 BOMA 2017 OFFICE - Report Modificalions Order 414073

The Project Manager will also receive an email stating that the report is ready to be finalized.

File Message Help PDF-XChange

Wﬂl ~ 5 M- 6_) <€) — EﬁsharetuTeams c'z EE‘ FDV FIE]‘

1234 South Main Street Measurement Report is waiting to be finalized
<
@ Myaccess Notification <myaccess@stevensonsystems.com: O 92w

To @ Tara Finigan 12:28 PM

1234 South Main Street Measurement Report has been requested to be Finalized. Please use the link below for
additional details.

https://myaccess.stevensonsystems.com/report-updates/7578




447 DOWNLOAD MEASUREMENT REPORTS
There are two ways to download a Measurement Report.

Select a property from the Property Listing page.
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You are redirected to the Measurement Reports page.

Under the Action column, there is a download icon.

1224 South Main Street — 1234 South Main Street, Los Angeles 90015

Report Date Active Fleld verified Report Version Report Type Measurement Standard Factor Method Factor Total Rentable Action
2022-08-16 No Yos ROG Prafiminary BOMA 2017 OFFICE NONE 0 646.643.35 @V
2022-08-16 Yes Yas RO4 Final BOMA 2017 OFFICE METHOD B 12043 648,643.35 @LAL T
2022-08-16 Yes No RO5 Prafiminary BOMA 2017 OFFICE NONE 0 646.643.35 DLAL W
20210114 Yes Yes Ro03 Final BOMA 2017 OFFICE METHOD B 12043 0 SvAE T

Click on the download icon.
The report is downloaded as a PDF.

Additionally, you can click on the eye icon or the report in the listing to view the report.



1234 Soutn Main Street — 1234 South Main Street. L os Angeles 90015

Report Data Active Fleld Verified Report Version Report Type Measurement Standard Factor Method Factor “Total Rentable Action
2022-08-16 No Yos 06 Prefiminary BOMA 2017 OFFICE NONE 0 646.642.35 SLEE
2022-08-16 Yes Vos Ao4 Final BOMA 2017 OFFICE METHOD B 12043 645.642.35 @LAZT
2022-08-16 Yes No ROS Preliminary BOMA 2017 OFFICE NONE o 646.643.35 ORE-Ira |

’znzrm—m Yes Yas. RO3 Final 'BOMA 2017 OFFICE METHOD B 12043 o Edrd |

The measurement report is displayed.

Click the Download button from the top of the page.

551 Repart - Reports - Myhceass - Goagie Chrome.

& myaccess.stevensonsystems.com/ssi-reports/7578/reports/2406

Buliding Measurament Report - 1234 South Main Street,Los Angelas CA 90015

TR L1LEDB K ¢ = 2 o am e
1224 South Mai
1 - e
Preliminary S

1 Report .35 E 2% |

135 @LEE

.3 LA

@vAEW

The report will be downloaded as a PDF.

4.4.8 SHARING MEASUREMENT REPORTS

Sharing a measurement report can be done via the Measurement Reports tab. First confirm that the
report is Active.



1234 South Main Street — 1234 South Main Street, Los Angeles 90015

Report Dato Active Fleld Verified Report Version Report Typs Measurement Standard Faoctor Method Factor Total Rentable Action
2022-08-16 No Yes ROG Preliminary BOMA 2017 OFFICE NONE [ 646,643.35 [l |
2022-08-16 Yes Yes o4 Final BOMA 2017 OFFIGE METHOD B 12043 646654335 @ 21
2022-08-16 Yes No ROS Preliminary BOMA 2017 OFFICE NONE o 646,643.35 @ W

2021-01-14 Ves Ves R03 Final BOMA 2017 OFFICE METHOD B 12043 0 @YalF T

Once confirmed, click on the Share icon.

Send Report

*Racipionts:
OC: Mot PomancxTara FinigarsTara Finigan

Subject: | 173 South Mn Strest Bk Ms seuremant Report

File Eoit View Insert Format Tools

<>

You have been invited to view the Building Measurement repart for 1234 South Main Strest.

Please select the link below te view the report, make annctations for review, and/or finalize your
report.

pef/ryaccess sta g .com: 5 /8614

RSF =
RSF Gained =

Enter the email address of the recipient you are wanting to share the report with. If the user is already in
our system, the user role will be prepopulated for you. If this is a new user, select a user role from the
User Role dropdown.

To add additional recipients, click the + icon to the right of the recipient.

Mat, the Project Manager, and the Sales Representative set in the Property Summary will automatically
be CC'd on the email, therefore DO NOT invite an SSI employee to view the building report.

The text field includes a prepopulated template. You can enter or remove any information you see fit.
However, you MUST leave the link.

449 REMOVING MEASUREMENT REPORTS
If you need to remove a report for any reason you can do so directly from the Measurement Reports
page.

Select the Property from the Property Listing page.
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You are redirected to Measurement Reports.

Click on the trashcan icon for the report you are wanting to remove.

Proportios

1224 South Main Street — 1234 South Main Street., Los Angeles 90016

Report Date Active Report Version Report Type Measurement Standard Factor Method Faotor Total Rentable Action
2022-08-16 No Yes ROB Praliminary BOMA 2017 OFFICE NONE ] 646,843.35 @LEW
2022-08-16 Yos Yes RO4 Final BOMA 2017 OFFICE METHODB 12043 646,642.35 @4 A
2022-08-16 Yes No ROS Preliminary BOMA 2017 OFFICE NONE o 646.643.35 @444
2021-0114 Yos Yos RO3 Final BOMA 2017 OFFICE METHODB 12043 0 @4 A

You will be asked to Verify that you are wanting to remove the report.

Remove SSI Report

Are you sure youwant to dlets 551 Report?

Click Yes.

The report is now removed from the listing.



4.5 TENANT LISTING

Tenant Listing displays a property’s tenants, lease expiration, floor and suite composites, and standard
Stevenson System measurements broken down by floor and suite. As an SSI Admin you will be able to
view all reports within the report version dropdown. Clients can only view Active reports. The report
selected under Client Viewable Report Version is the default view for clients.

There are different views for final reports and preliminary reports, but regardless of the report type, the
listing is generated by the PT command in CAD.

From the Property Listing page, select a property.
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1234 South Main Straet — 1234 South Main Street. Los Angeles 90015

Report Date Active Field Verifiod Report Version Report Typs Measurement Standard Factor Method Factor Total Retable Action
20020816 No Yes A0S Breliminary BOMA 207 OFFICE NONE 0 64664335 @LZT
20220816 No Yes RO6 Dreliminary BOMA 2017 OFFICE NONE 0 64664335 @LET
2022-08-16 Yos Yos ROa Final BOMA 2017 OFFICE METHODB 12043 64664335 @vAE®
20210784 Yes Yes R0z Final BOMA 2017 OFFICE METHODB 12043 ] ®LVAZE

4.5.1 FINAL REPORTS
Final Reports will display a single load factor and final composite drawings.



4.
5.

Ly
1., 1234 South Main Streot — 1234 South Main Street. Los Angeles 90015 4, [ReportSanmery
2. Report Version: 01 v
3. Measurement Standard: ANSI/BOMA Z65.1-2017 OFFICE STANDARD
e
showng 1ot resuts. 2 Collapse All
Loase LoadorLoss Opportunty
Sulte  Tenant Expration Factor TotslUssble  TagetRSF  ClentRSF  RSF - Actions.
LR Z 12040 1480407 73758 1660500 e 5
00  BankingUSA 2022-02-28 12049 420849 507085 400500 2661% 1 ®
n0  Offico of the 2022-06-30 12049 434031 522068  5190.00 °®
Buiding
120 ConferenceFacility  2022-10-30 12049 119725 144257 143200 @
10 PressPrinting 2023-08-30 12049 994.60 119840 119800 0.03% 1 e
180  TenantlLounge 2022-05-30 12049 105482 127097 127300 °
180 SkyBlue 2021-04-30 12049 300861 3625M 359700 078% ®
Totals 1480408 1783758 1669500 6.84% 4

Property address

Report version — dropdown displays ONLY active report versions and defaults to the
Current Report Version selected in the Property Summary page

Measurement Standard — the standard used for the report version

Report Summary — use this to search for specific tenant(s)

View icon —link to the floor or tenant composite drawings

4.5.1.1 DOWNLOAD FINAL SPACE ACCOUNTING BOOK

To download a final space accounting book, click on the Property from the Property Listing page.
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You are redirected to the Measurement Reports page.
Click Tenant Listing.




1234 Main Street. Los Angele:

Report Date Active Fiekd Verified Report Version Report Type Measurement Standard Factor Method Factor Total Rentable Action
20220816 No Yes. A0S Prefiminary BOMA 2017 OFFICE NONE 0 64664335 @LEW
2022-0816 Na Yes. ROG Brefiminary BOMA 2017 OFFICE NONE o 64664335 [ e |
20220816 Yos Yos. R0a Final BOMA 2017 OFFICE METHOD B 12043 64664335 vAET
20210114 Yes. Yes. ] Final BOMA 2017 OFFICE METHOD B 12043 ] VAN

Select the desire report version from the dropdown.

Click on the Download icon.

1234 South Main Street — 1234 South Main Street. Los Angeles 90015 ey
Report Version R4 v

Measurement Standard: ANSUBOMA Z65.1-2017 OFFICE STANDARD

i & “

2 Collapse All

Loass Load or Loss. Opportunity Opportunity
Sulte  Tenant Expiration Factor TotslUsable  TwgetRSF  ClentRSF  RSF % Actions.

© 1 - 12049 1480407 1783758 1669500
00 BankingUSA 2022-02-28 12049 420849 507085 400500 @

m0  Office of the 2022-06-30 12049 434031 52968 519000

Building

120  ConforenceFaciity  2022-10-30 12049 119725 144257 143200 o

10 PressPrinting 2023-08-30 12049 994,60 110840 110800
160 TenantLounge 2022-05-30 12049 105482 122097 127300 °
180  SkyBiue 2021-04-30 12049 300861  3625n 359700 o

Totals. 1480408 183758 1660500

You will have the option to download either the Current Floor and Tenant Listing, Print Floor and Tenant
Listing, or Download Space Accounting Book.

Download or Print Floor and Tenants

B Download Current Floor and Tenant Listing
8 Print Floor and Tenant Listing
& Download Space Accounting Book

Download Current Floor and Tenant Listing downloads a CSV spreadsheet of the table data.
Print Floor and Tenant Listing allows you to directly print the page.



Download Space Accounting Book compiles and downloads a space accounting book. If the Space
Accounting Book has not been previously compiled, TruSpace will compile it for you and then email it as
a PDF when it is completed. If it has been previously compiled, it will download immediately.

4.5.1.2  SUBMIT CHANGES TO FINAL SPACE ACCOUNTING BOOK

To submit changes to a Space Accounting Book, click on the Property from the Property Listing page.
You are redirected to the Tenant Listing page.

First click Download. Select Download Current Floor and Tenant Listing to receive the Tenant Listing as
an excel sheet. You can then make changes to the excel sheet.

Click Submit Changes.

1234 South Main Street —1234 South Main Streel, Los Angsles 80015 Report Summary

Report Version: f04 v

Measurement Standarc: ANSI/BOMA Z85.1-2017 OFFICE STANDARD

ShOWINg 1 01 results 4 Collapse Al
Leass Loador Loss. Opportunity Opportunty
Floor Eute  Tenmnt Expiration Faotor Totsl Ussble  TargetRSF  ClentRSF  RSF x Actions.
LI - 12049 WME0A07  UEIS8 1669500 @
00 Banking USA 2022-02-28 12049 4.208.49 507085 400500 @
W Offcao the 20220630 12049 43403 522968 519000 @
Buiding
20 ConferenceFacilty 20221030 12040 UO735 LaadsT 143200 ®
10 PressPrinting 2023-08-30 12049 98460 L9840 119800 ®
160 TenantLounge 2022-05-30 12049 105482 12007 127300 @
B SkyBue 2071-04-30 12049 300861 3EH 353700 7 @
Totals 1980408  US358 1669500

Enter comments for the update and attach any files pertaining to the changes.

Submit Changes

Comment

Click or drop up one file here to add attachments

When completed, click Submit.



You are redirected to the Report Updates page. By clicking on the corresponding item in the list you will
see the order details for the changes submitted.

4.5.2  PRELIMINARY REPORTS

Preliminary Reports are displayed separately from final reports with the intent to allow for comparing
data from different report versions.

1234 South Main Straet — 1234 South Main Streat, Los Angeles 90015 3

Report Summary
Report Version A0S v 1.

Measurement Standara: ANSYBOMA Z65.1-2017 OFFICE STANDARD

2. | Tenantsear x e
Custom View
Subnit
i

showing 1 of results 2 Collapsa Al
\Load Fector ARSF Load Fector B RSF Market Factor RSF
Floor Sute Tenant Leasa Expiration Chont RSF Load Factor A (Opportunity RSF \Load Factor B ‘Opportunity RSF Markaet Load Opportunity RSF Actions
LI - 1669500 10051 1621180 11888 1750857 0 0.00 @
w0y o
100 Banking 2022-02-28  4.005.00 4.608.72 5.002.00 0 0.00 @
usa 603.72 99790 o]
no Office of 2022-06-30 5.190.00 4.753.07 5159.61 0 0.00 @

The report version displayed will have a preliminary report indication (1), you can search for tenants
using the search box (2), and a report summary imported from CAD to distinguish differences in report
versions is displayed (3).

4.5.2.1  CREATING CUSTOM VIEW TO COMPARE LOAD FACTORS
For Preliminary reports, you can compare up to 10 load factors between different report versions. To do
so, click Create Custom View.

Propertios

1234 South Main Street — 1234 South Main Street. Los Angeles 90015 Report Summary

Create
- KN - Ea

Report Version: A0S ~

Measurament Standard: ANSI/BOMA Z65.1-2017 OFFICE STANDARD

Tenant Sear
n

showing 1of results & Collapse Al
Load Factor A RSF Load Factor BRSF Market Factor RSF
Fioor Sute  Tenant Lease Expiration Cllent RSF Load Factor A Opportunity RSF \Load Factor B ‘Opportunity RSF Market Load Opportunity RSF ‘Actions.
e - 16,606.00 10951 16.21.84 11888 1759857 o 0.00 @
]
100 Banking 2022-02-28 4.005.00 460872 5.002.90 o 0.00 @
o
n Office of 2022-06-30 5,190.00 4753.07 5.159.61 o 0.00 ®

You can select up to 10 load factors from the active reports displayed.



Customize You can customize up to ten load factors!

RO3 RO4 ROG6

_ Lead Factor A [ Load Factor &
" Lond Factor B [ Load Factor B
0 0 Factor

Select the checkboxes of the load factors you’d like to compare. If you choose Market Load Factor, a box
will be displayed to enter Market factor for the building.

Customize You can customize up to ten load factors!

RO3 RO4

[ Lona Facter & B Lona Factar & ) o B Lonu Factor &
[ Leoad Facter & | Load Facter 8 o [ Load Facter &
[ Market Load Factor [ Market Load Factar [ Market Load Factor [ Market Load Facior

Once selected, click Compare.

The load factors you selected are displayed in the table.

4.5.2.2  DOWNLOAD PRELIMINARY TENANT LISTING
To download a preliminary space accounting book, click on the Property from the Property Listing page.
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You are redirected to the Measurement Reports page.
Click Tenant Listing.

1234 South Main Street — 1234 South Main Street, Los Angeles 90015

Report Date Active Fiekd Verified Report Version Report Type Measurement Standard Factor Method Factor Total Rentable Action

20220816 No Yes. A0S Prefiminary BOMA 2017 OFFICE NONE 0 64664335 @LEW
2022-0816 Na Yes. ROG Brefiminary BOMA 2017 OFFICE NONE 0 64664335 [ e |
20220816 Yos Yos. R0a Final BOMA 2017 OFFICE METHOD B 12043 64664335 vAET
20210114 Yes. Yes. A03 Final BOMA 2017 OFFICE METHOD B 12043 0 VAN

Select the desire report version from the dropdown.
Click on the Download icon.

Properties

224 5 S — DA < 5 S 80015
1234 South Main Street — 1234 South Main Street, Los Angeles 80015 Report Summary
Report Varsion RS v

Measurement Standarc: ANSI/BOMA 265.1-2017 OFFICE STANDARD

fenant Search x O
Custom View
Subrmit
Changes

‘Showing 1 of results:  Collapse Al
v N ke

~ > e e e B b e e s

Qo - 1860500 1.0951 18.211.84 11888 1750857 1] 0.00 @
o

You have one of 4 options:

Download Current Floor and Tenant Listing downloads a CSV spreadsheet of the table data.
Upload Updated Floor and Tenant Listing overrides the market factor by floor.
Print Floor and Tenant Listing allows you to directly print the page.



Download Space Accounting Book compiles and downloads a space accounting book. If the Space
Accounting Book has not been previously compiled, TruSpace will compile it for you and then email it as
a PDF when it is completed. If it has been previously compiled, it will download immediately.

Download or Print Floor and Tenants

B Downioad Current Fioor and Tenant Listing
B Upload Updated Foor and Tenant Listing

B Print Fioor and Tenant Listing

8 Download Preliminary Space Accounting Book

4.5.2.3  SUBMIT CHANGES FOR TENANT LISTING
To submit changes to a Space Accounting Book, click on the Property from the Property Listing page.
You are redirected to the Tenant Listing page.

First click Download. Select Download Current Floor and Tenant Listing to receive the Tenant Listing as
an excel sheet. You can then make changes to the excel sheet.

Click Submit Changes.

Properties

1234 South Main Street — 1234 South Main Street, Los Angeles 90015 Report Summary
Repart Version: A0S v

Measurement Standard: ANSI/BOMA Z65.1-2017 OFFICE STANDARD

Tenant Search x Create
Custom View

# Collapse All
Load Fector A RSF Load Factor B RSF ‘Market Factor RSF
Foor Sule Tenant Liass Expiration Chent RSF Load Factor A ‘Opportunity RSF Load Factor B Opportunity RSF Markst Load Opportunity RSF Actions.
-] 1 - 16.695.00 1.0951 16.21n.84 11888 17598.67 o 0.00 @
o
100 Banking 2022-02-28 4.008.00 4,608.72 5.002.90 o 0.00 @
nea ey rerey m

Enter comments for the update and attach any files pertaining to the changes.



Submit Changes

Comment

Click or drop up one file here to add attachments

When completed, click Submit.

You are redirected to the Report Updates page. By clicking on the corresponding item in the list you will
see the order details for the changes submitted.

4.5.2.4  FINALIZE TENANT LISTING
Space Accounting Books will be finalized at the time of Measurement Reports finalization. Therefore,
the finalize button on the tenant listing will provide a link to finalize the measurement report.

Click Finalize.

1234 South Main Street — 1234 South Main Street. Los Angeles 00015

Raport Summary

Report Varsion: A0S v

Measurement Standard: ANSI/BOMA Z65.1-2017 OFFICE STANDARD

Croate
Tenant Searcn x .
Custom View

e
shawing 1 of results. # Collapse All
Load Factor ARSF Load Factor BRSF ‘Markat Factor RSF
Floor Suite. Tenant Lease Expiration Cllent RSF Load Factor A ‘Opportunity RSF Load Factor 8 ‘Opportunity RSF Market Load Opportunity RSF Actions
-] 1 - 16.696.00  1.0961 16.21.84 11888 1769867 o 0.00 ®
100 Banking 2022-02-28 4,006.00 4.608.72 5.002.90 o 0.00 @
e

A message to finalize the measurement report is displayed.



Finalize Preliminary Space Accounting Book

Inorder to finalize your Space Accounting Book, you must first finalize your
Building Measurement Report

To 6o so.click

A link is provided to finalize the measurement report.
Click Cancel to return.

4.5.3 INACTIVE REPORTS
Inactive reports are displayed in the report version dropdown for SSI Admin ONLY.

Click on the dropdown.

1234 South Maln Street — 1234 South Main Street. Los Angeles 90015

Report Summary

Report Version: RO3 v

Measurement StandJiiiz] DFFICE STANDARD
o
705
= “
tenantsal x

Submit
Changes

showing 27 of results 2 Collapse All

The inactive report is displayed with a gray background.

Select the report.

Propartios

1234 South Main Strest — 1234 South Main Streat. Los Angeles 90016 Raport Summary

Report Version: A0S v

Standard: 65,

. Creata
fenant Search x
Custom View
Submit =
“

showing 1 of results 2 Collapse Al

LoadFactor ARSF Load Factor BRSF Markat Factor RSF
Fioor Suto  Tonant LossoBXpiation  ClontRSF  LosdFactorA  OPpOmnMyRSF  LosdFactorB  OpportunmyRSF  Manetlosd  OpportunRyRSF  Actions

The report displays an inactive label.



4.6 REPORT UPDATES
Report Updates is a log of the changes and finalizations made to Building Measurement Reports and the
Space Accounting Book.

1234 South Main Streat — 1234 South Main Street, Los Angeles 90015

1. 2. . 4.
Requested By Date Requested Report Status Related Order
Pat Test 2022-08-16 Preliminary A06 BOMA 2017 OFFICE Load Factor A Raport Finalization Order #14975
Tara Finigan 2022-08-16 Final RO3 BOMA 2017 OFFICE - Raport Modifications Order #14973
Pat Test 2022-07-07 Final ROS BOMA 2017 OFFICE METHCD B SAB Modifications Order $14526
test Test. 2022-07-07 Final RO6 BOMA 2017 OFFICE METHOD B ‘SAB Modifications Order #14528
test Test 2022-07-07 Final A06 BOMA 2017 OFFICE METHOD B SAB Modifications Order #4528
test Tast. 2022-07-07 Final RO6 BOMA 2017 OFFICE METHOD B 'SAB Modifications Order #14528
test Test 2022-07-07 Final RO6 BOMA 2017 OFFICE METHOD 8 ‘SAB Modifications Order #14528
tast Tast 2022-07-07 Final AD6 BOMA 2017 OFFICE METHOD B SAB Modifications Order 14528
tost Test 2022-07-07 Final A06 BOMA 2017 OFFICE METHOD B SAB Modifications Order $14528

Requested By (1) allows you to see what user created the request. Starting with Report Status (2) and
going across the table to Factor Method, the information displayed here is related to the report version
that is either being updated or finalized. Change requested (3) will display: report finalization, report
modification, or SAB modifications. This field is directly related to the service type in order details.
Related order (4) displays the order ID of the corresponding order.

Click on the request in the listing to be redirected to the order details.

4.7 STACKING PLAN

The Stacking Plan displays tenants by floor, highlighting rentable and current leased square footage.
Each tenant is broken down by tenant name, suite number, rentable square footage, and lease
expiration date.



Proportios

. 2.
1234 South Main Strest — 1234 South Main Street, Los Angeles 90015 “

Report Version: 03 v

Fioor 26
2840312
208

Floor 5
2553841
24884

Fioor 24
2678833
208

Fioor 23
25.795.34
24208

Floor 22
25.795.34
24208

Floor 71
255082
23840

Fioor 20
285062
2840

On the left-hand side, rentable square footage and current leased square footage totals are specified by
floor.

At the bottom of the page, rentable square footage for the entire building is broken down by lease
expiration year.

Proportios

om0
asean
]

Dy Geaner
#4100
n

W Rentable Area SF
W Current Leased Area SF

Vacant 2020 2021 2025
E2BLAASE  02MSASF  NEUOJESE  NAEMZISE  BONGIISE  MAISE  M.067Z7SF

0e7% 1429% 1801% n8an 20.8% 728% 2%
62B1SF 86.669°SF MITBSF 107903 5F RBIGOSF 7SI SE N5
102% 12.02% 18.00% mags 20.41% ma3% no

Click the Print icon (2) to print the entire Stacking Plan.



&« c @ myaccess.stevensonsystems.com/stacking-plan/7578 B oa & ° :

N Print 2 sheets of paper

Destination % C5240B-PCL on FS1 -
Pages All -
Copies 1

1234 South Main Street — |

| Layout Landscape -

Report Version RO

Floar 26 Calor Color -

2549312

24203

Floar 25 More settings ~

25,538.41
24,884

Floor 24
2578833 .
24203 o

Floor 23
25,795.34
24203

Floor 22
25.795.34
24203

m cancel

Floar 21
25,5062
23,840

Floor 20
25,5062
23,840

4.7.1 CUSTOMIZING YOUR STACKING PLAN
Click the Edit icon (1) to customize the color palette used for your stacking plan.

You can pick one color palette from the eight to choose from to view all properties in.

Customize Stacking Plan Color Palette

Once you have selected your color palette, click Submit.

4.8 CATEGORY SUMMARY
Category Summary allows for a user to see a breakdown of area by specified space of an individual
building for final reports.



Report Version: A0 ~

Lobby - - 9.267.33 - 26418 - 43151 2368% 6.33%
Corridor - - 18.620.72 - 17928 - 18.800.00 409% 978%
Tollet - - n.022.41 - 95428 - n97669 247% 6.38%
Elevator - 738571 - - - 107135 - 1845706 3.4% 759%
Stair - 19.206.43 - - - 156296 - 2085939 430% B835%
Shaft - 1280365 - - - - - 1280365 264% 100%
Mechanical - - - 12579.03 1615.00 10.010.75 202078 26.244.56 5.41% 0.37%
Tele/Elec - - - 683376 - 337358 - 10,207.34 n% 259%
Baloony-Terr
Service - - - 215804 - - - 215804 045% 069%
Other - - 320,450.34 733553 343071 195221 - 35074760 T23TH  4701%
Comparisons: Total - 4948579 W0ASAI4  GLEIBE2 504571 39,838.49 203978 | 484.685.93 Total Buildings
Building B % . 021% B612% 12.90% 10a% B22% 04z in Portfolio
Portfolio g% . 1582% Ra7% 75m % 200% o 1

Total Number of Buildings
craate avg %
¥

4.9 VALUE OPPORTUNITY

Value Opportunity is a graphical representation of the difference between rentable square footage
provided by the client and the rentable square footage gained by Stevenson Systems during the
measurement process for an individual building.

Report Version:

<

Floors Measured 33
Stevenson Measured
Rentable Area e+ e

Clent Rentable Area 646,643.35 W Ciert Rentable Arca
Rentable Delta 0.00
Delta Percentage 0%

See Floor Details = ViewFloors

Click View Floors to view Value Opportunity by floor of the selected building.



vaua

Oporuay
MY ACCESS. INC.
1234 South Main Strsst — 1234 South Main Strest, Los Angsies 00015
Opportunity Trend - Floor Listing
a a a Rentable a Increase a
Floor *  CurrentLease ™ Measured Area ” Increase - Percent
cP 0.00 000 000 0.00% L]}
D 0.00 0.00 000 0.00%
c 0.00 0.00 0.00 0.00%
B 000 0.00 0.00 0.00%
LY 0.00 .00 000 0.00%
1 1669500 783758 14258 Ba1%
2 0.00 0.00 000 0.00%
3 0.00 0.00 0.00 0.00%
4 000 000 000 000%
5 0.00 0.00 0.00 0.00%
6 0.00 0.00 0.00 0.00%
7 0.00 0.00 0.00 0.00%
8 0.00 0.00 0.00 0.00%
o 000 000 000 0.00%
0 0.00 0.00 0.00 0.00%
n 0.00 0.00 0.00 0.00%

4.10 PROPERTY TEAM MEMBERS

Property Team Members displays all users who have access to the property.

1234 South Main Stroat — 1234 South Main Street, Los Angsles 90015

SnOWINgT of 11 results

Tost Testorson ‘cesdBH5 bullatbroot oo ukiiuk teoms ma Limited User 1234 South Main Strost PENDING Yes. ¥

TaraFinigan tarsfirigan@ssicorporate.com Company Mansger 1234 Soulh Main Strest ACTVE Yes zF

Tara Firigan firigantara@gmai com Company 1234 Soulh Man Street PENDING Yes. =
pr—

Steve g coldapaisinsnecompanycom Liited User 1234 South Mo Sircet PENDING Yes s

Limitod Usar 1224 South Man Strest PENDING Yos ZF

Miyccese Ackin Compony Monoger 1234 Soulh Mo Sireet ACTNVE Ve ZF

Lora Philpe com Limited User 1234 South Ma Stroat PENDING ro zF

Jefiey DuChatesu Ceom Company 1254 South M Street ACTIVE Yes zF
dminictrater

Limitea s 1224 South Msin Street PENDING o 7

User 1234 South Mo Stroat ACTIVE Yoo ==

Limitsa ser 1234 500 s Street PENDING o zF

The table displays the name of the user, their email, their access level, and the status of building
(whether they have accepted the building during logging in or not).

4,11 DRAWING VAULT
Drawing Vault allows for access to the Drawing Vault.



1234 South Main Strast — 1234 SouthMain Strect. Los Angeles 80015

Report Dats

2022-08-16

2022-08-16

2002-08-16

202014

1SS! Reports - MyAccess x ®m

C & appdrawingvaultcom/vault/suite-viewer.aspx

| Drawing
) Vault

5.0 ORDERS

Active

Yes

Yes

‘& Drawing Vault - Suite Viewe

Flokd Verifiod Report Version
Yes ROS
Yos RO4
e ROS
Yes A3

Profminary

Final

Prefiminary

Final

BOMA 2017 OFFICE

BOMA 2017 OFFICE

BOMA 2017 OFFICE

BOMA 2017 OFFICE

1234 South Main Street - 1234 South Main Street, Los Angeles, CA 900156

Owner: MY ACCESS. INC.
Building Type: Ofice
Building Use: Miscelaneous

Suite Files

[+ JET.

Select ‘Add Suite' to create a suite and add dravangs.

Total Floors:

Total Suites:

Test Project Owner Code:
3 Location Code:
6 $8I Code:

H1 | PH

Factor Mothod Factor Total Rentabio.
NONE o 646.643.35
METHODE 12043 64664336
NONE [ 646,643.35
METHODE 12043 0

Building Photo

12350 ’
b &

ik tc

Floor Compos

e

No Drawing
Available

ummary

Core & Sheil

Total Zipped: 0
CAD Zipped: 0
it Zioped: 0
Indexed Sheets” 0

Floor
Total Zipped: 2
CAD Zipped: 1
Tif Zipped: 0
Indexed Shests. 0

Sutte
Total Zipped: 17
CAD Zipped 8

Once logged in, select the Orders tab from the navigation at the top of the page.

Important to Note:

SSI Admins and Employees can see all orders placed for any building and by any user.
Limited Users and Users can only see the orders that they have placed or that an SSI
Admin has placed on their behalf, regardless of the state of the order.

Company Admins and Company Managers can see all orders that are placed for their
properties, regardless of the state of the order.

5.1 ACTIVE ORDERS

Active Orders contains all orders that are in the “New”, “Pending”, or “Paused” states that have
been placed by an SSI Admin or a client. Order viewability is dependent on what access level each

user has.



Active Orders

showing 20 of 25 results

5E  2026-2048 Century Park East Suite Calcutation 0351 CBRE - 9/3/2021 | New |
a 2029-2049 Century Park East 23077 PM
0 Los Angeles, CA, 00067

1North Wacker Drive Text Changes. 0349 THE IRVINE COMPANY - 9/3/2021 - - [ New |
g 1North Wacker Drive 10:5519 AM
L 88 Chicago. IL. 60606
P 7508 Strest Text Changes 0348 THE IRVINE COMPANY - 9432021 [ New |
1" 7508 Street 10:54:18 AM
| ‘San Diago, CA, 02101

Click the +icon, to create a new order.

Click the IEM icon, to download an excel file of all active orders.

Clicking on an order will redirect you to Order Details.

5.2 ALL ORDERS
All Orders contains all orders (New, Pending, Paused, Completed, and Cancelled) that have been placed
by an SSI Admin or a client.

[

All Orders

snowing 30 of 8991 rasuts

3§ 2029-2049 Century Park East Suite Caboudation w3s Amanda CBRE - 9/2/2021 [ New |
E 2029-2049 Century Park East Calof 2:30:27PM
0 Los Angeles, GA, 00067
g 5535 Sandcanyon 10350 Wike THE IRVINE COMPANY - 9/3/2021 9/3/2021 9/3/2021 Jonathan
E Building A Vukovich M0654AM  IES3OIAM  1E52:01AM Morris
0l88] 15535 Sand Canyon Avenue £438,84135,458.859;

Buikding A

Irvine, CA. 92618

Click the +icon, to create a new order.

Click the IEM icon, to download an excel file of all orders.

Clicking on an order will redirect to that order’s Order Details.

5.3 CREATE ORDER
SSI Admins can create orders on behalf of a client. An order is created for one building and/or request at
a time.



Click the + icon at the top of the Active Orders or All Orders pages to create an order.

Client Information Order Details

Building Report Id Request Service select arequest type v

First Name: Phone: orDate Tyoe

Comments
Last Name: Compary:

Fle Edit View Insert Format Tool

Email: Bl o

Property Details Details / Comments
fropert nter alocation Buiding Code:
Property City: Hoor:

Property State: Suite:

Attachments
Property Zip: Tenant:

Click or drop up to & files here to add attachments

5.3.1 CLIENT INFORMATION

Client information details the client that has requested the order. The email address included in the
client information will be used to accurately display the order to the correct client and for any
correspondence needed pertaining to the order. The email address provided will also be notified when
the order has been created and completed.

5.3.2 PROPERTY DETAILS

Property Details includes the specific building that the order is associated with. As an SSI Admin, the
easiest way to search for an order once it has been created, is through the property address, therefore it
is essential that the property address is accurate.

Building Code is a required field. To look up the Building Code, click Lookup.
Type in the numbers of the street address into the search bar and click Search.

If the first building address displayed is not correct, you can click on the address dropdown to display all
properties that were found from the entered search criteria.



5.3.3

534

535

5.3.6

Lookup Building Code

24

Selact from an existing buiding

Select the correct address.
Click Update.

ORDER DETAILS

Building Report ID or Date allows for a quick reference to the Report Version the order is
regarding. Click into the text box to input the correct Building Report ID or date related to the
order.

Requested Service Type is selected based on the work that is going to be performed. It is a
required field as it is reflected on the Client’s view of Order Details, however you may edit this in
Order Details if necessary. This dropdown list corresponds with the Order types in CAD.

Click on the service type dropdown to view all service type options.
Select the one that is applicable.

NOTES
Notes allows you to add any details regarding the order that may be needed for the order to be
completed.

Note: The client will be able to view any details created here. See Communicate with the Client
on how to leave a comment viewable by ONLY an SSI Admin

ATTACHMENTS
You can attach up to 8 files when creating an order.

Note: A client will be able to view all files that are attached when an order is created. See
Communicate with the Client on how to attach files viewable by only an SSI Admin.

SUBMITTING THE ORDER
Once all fields are completed, click Create Order.



An email will be sent to the email in client information noting that their order has been placed.
The email will contain a link for them to login and view their order.

The newly created order will appear in the Active Orders and All Orders tables for both you and
the client.

Note: If the email address used in the order is not associated with any properties, the user CAN
log in, as they will be required to set up an account. However, they will automatically be a
limited user therefore they will ONLY see their order and they will NOT see any property
information. Click on the links provided to change their user access level or assign them

properties.

5.4  ORDER DETAILS «
Order Details contain a summary of what the client needs. Here you can Communicate with the
Client if more information is needed to fulfill their order, and see when the order is started,
pending, paused, completed, cancelled, and or closed.

Ordored By Ordor Datals | = |

Flas [T

Froparty Dedails 4] Laat iytate
y
o ——
P e 0 u | R ISR
. e [ E—
Progety dak
Prigmty T
comepsranc =
TF T Frigans ek S Mo AN B A

Thank o for pour o e

s o sy Do Do i i L

All fields displayed in Order Details are consistent with the fields when creating an order as an
SSI Admin. You will notice that under Order Details you will find the Requested Service Type and
the Order ID. These are unique to this order, and are crucial for filtering orders by Service Type
within the Active and All Orders pages.



Correspondence is a log of communication between you and the client. The tickets displayed
here can be created by clicking Communicate.

The right-hand side of the page displays a floating bar, summarizing the order data.

Ordered By

First Narme: Tara Phone: (808)21a-2774

Last Name: Finigan Company: MY ACCESS. INC. x Order ID: 14980

Email finigantara@amail com

Property Details

Property 1234 South Main Strast
Address:

Los Angeles

Property City:

Property State: ca

Property Zip: 90055 Tenant

Building G 234MS ‘,An--n—m, . spaceacoountiny

Order Details

BuidngRoportld 04 Requestod rharts v b.| orderbate
o Date: Sarvice Type:

Files

022-08-11pdf OB/1GI2022 33536 PM

Here you will find:

a.

5.4.1 ASSIGN AN ORDER

Service Type — what type of order was requested

Order Date — The original date the order was created

Order Status — dropdown allows for you to adjust the order status as
you see fit

Start Date — the date the order was started

i. Red pause icon —allows you to pause the order

Completion Date — The date the order was marked completed

i. Mark Completed

Last Update

Assigned To — the person the order is assigned to and the date and time
it was assigned

Assign — This will allow you to reassign the order if it is in any order
status other than Completed

Remove Order —allows you to remove the order from the database

Before an Order can be started, it needs to be assigned to the SSI Employee that will be working

on fulfilling the order.




Ordered By Order Details E3
Service Type
Interiors.
First Name: Tara Phone: (B08) 24-2774 Bulding fepoct i 04 Requested nfories - Order Date
or Date: Sorvice Typa: 0816202233534 P
Orderstatus
LastName: Firigan Company: MY AGCESS. INC x Order i 14980 W
Start Date.
Ema firigantara@gmailcom
' Complation Date
Files
Property Details [+ Last Update
0816202233557 PM
AssignedTo
i °
roperly 1234 South Main Street Buiding Codle 1234MS Lookn | 1 American Lane_spaceaccounting2022-08-tiod! 08f 6PM w ‘ 4
Address:
Property City: Los Angeles Floor ! Notes
Property State: GA Suite: o Pleasaignore. -
Thanks
Tara
Property Zip: 90015 Tenank

Click Assign from the floating bar on the right-hand side of the page.

Assign Order

Assign this ordar to someona within Stevenson Systems from the list
below

Tara Finigen

.

Select an SSI Employee from the Dropdown.
Click Assign.

An email will be sent to the SSI employee noting that they have been assigned to fulfill the
order. The email will contain a link to the specific order.

A request ha
File  Message Help  PDF-XChange Q  Tell me what you want to do
M-85 M8 © %9 > | MMuvew? - | 5 MakUnead B8~ M- [~ - L Find | Q Zoom | @] Send to OneNote Insights
n v

A request has been assigned to you.

Repl ) Reply All ¥ Forward
yaccess S Reply | © Reply orwan
To @ Tara Finigan Mon 11/23/2020 3:36 PM

Hi John Cruz,

Request # 6935 has been assigned 1o you

You can view the request details using this URL
hitps:/fd login/6935/dGZpbminY 20=01

Thank You!

Occupant Services Team

Telephone doit@
Stevenson 848 207 4200 stevensonsystems
Systems

.com




NOTE: Once an order has been marked as completed, the order cannot be reassigned.

5.4.2 START AN ORDER
Before you can start working on an Order, you first must Assign it to an SSI Associate.

Ordered By Order Details Ex
Service Type
Interiors
First Name: Tara Phane: (808)214-2774 Buiding Report id 04 Roquastad Interiors ~ Order Dats
or Date Service Type: 081672022 33534 PM
Ordor Status
Last Name: Finigan Company; MY ACCESS. ING. % OrdorID 14980 w v

Email finigantara@amail com

Files

Property Details [+] Last Updats
08/16/202233557PM
ssigned To

o Tara Finigan
ety 1224 South Main Street Bukding Cod 23Ms [ Amercan Lare_spaceacoountingh022-06-1ipdi 0BNGI202253536PM W] | ooemozeacssren
h =1
Property Gity: Los Angeles Floor: Notes m
Property State: ca Suite: 01 Please ignare
Thanks

Tara

Property Zip: e

Once the order has been assigned, click Start.
The message in the image below will appear, asking you to verify that you are wanting to start
the order.

Start this Order

By clicking Yes, the order will be marked as started, initiating a change in the order status from
“New” to “Pending”.

The order will also have a date and time in the Start Date column in the All Orders and Active
Orders tables and in the floating bar in the Order Details page.



oo
ootens
Ordered By Order Details El
servica Typa
nteriors
) 1 ) 308) 2147 Buikding Report Id 0 Regquested _— v Order Date
Frst Name: o Phone: oz o Dater * [ 081612022 3353 M
Order Status.
Last Name: Finigan Company. MY ACCESS, INC. x OrdarID: 14080 a0 ¥
Start Date
DBI62022 42646 M ©
Emat finigantarag@gmai com Complotion Deta
Files
Property Details
©
z‘;"‘"" 1234 South Main Strect Building Code: 123aMS ‘ 1_American_Lane_spaceaccounting2022-08-Tipdf 08/16/20223:35:36 PM "
ress:
Property City: Los Angeles Floor: Notes
Property State: oA Suiter o Plaase ignore
Thanks
Tar
Property Zgx 001 Tenank:

5.4.3 PAUSE AN ORDER
Once an order is started and if you feel that you need to pause the order, there are 3 ways to do so:

54.3.1

PAUSE ORDER — WITHOUT SENDING NOTIFICATION TO CLIENT
To pause the order without sending a notification to the client:
1. Change the status in the Order Status dropdown to Paused. Click the Save button.

Clicking Close, will not start the order and the order status will remain as “New”.

a. When clicking Save, a correspondence log ticket will be displayed noting that the
order has been paused.

Ordered By Order Details B3
S
First Name: Tora Phone: (608) 214-2774 Builing Report Id 04 Requested [ . Grder Date
or Date: Sarvics Type: OE/IE20273353aPM
Emait finigantara@gmeail.com s
Property Details [+]
©
mt::: 234 South Main Sireet Building Code: 238N m | 1 American_Lane_spaceaccounting2022-08-Lpdf 08/16/2022 3:35:36 PM W
Property City: Los Anaeles Floor. 1 Notes
Property State: <A Suite: i1 Pleaso ignore
Property Zip- 90015 Tenant: -
2. clickthe € icon next to Start Date in the floating bar on the right.
a. Theicon will trigger you to confirm that you want to pause the

order. Click Yes to continue, Close to return to Order Details.



i. When clicking Yes, a Correspondence log ticket will display
noting that the Order has been paused.

Ordered By Order Details El
Service Type
interiors

T (808) 214-2774 Buiiding Report Id 04 Reguested terors - Grder Date

First Name: ra Phane: (608). oDt h Service Type OBHEZ02233534PM
Order Status.

Last Name: Finigan Company: MY ACCESS. INC. x Order D 14980 Fonang v
Start Dato
0BNE202242846PM @

Email finlgantaraigmai.com

Files ek campioa
Last
08/16/2022476:46PM

Property Details I+ : -.—Bm

ara Finsgan
OB/1E/2022 33557 PM
[+]

:::*‘v 1234 South Main Strast Buiding Code 1234MS m ‘ 1_American_Lane_ 0 " w \

oss:

Property City: Los Angeles Foer: ! Notes

Suite o Plaasa ignore
Thanks
Tora

Broperty State:

Property Zip 9005

5.4.3.2  PAUSE ORDER — WITH SENDING NOTIFICATION TO CLIENT
To pause the order AND send a notification to the client,
1. Click Communicate under the Correspondence header.
2. Change the Order Status to Paused
3. Enter the information you need
4. Click Submit

Lets Talk!

‘adelany commentary here and click submit

Click or dropup to 8 files here to add attachments

By clicking Submit TruSpace will send the notification to the client, display a
correspondence ticket with any details you include and change the order status to
“Paused”. Click Close to exit the overlay and cancel pausing the order.



5.4.4

54.4.1

Note: Any files attached will be included under Completed Work in Order
Details and will NOT be sent via email to the client.

COMMUNICATE WITH THE CLIENT
If you need to communicate with a client, you can do so through the Communicate button.

You can also change the status of an order here.

Click Communicate.

Lets Talk!

Email to Client Add Internal Recipient

InsertEmat

Click or drop up to 8 files hare to add attachments

The comments section contains any correspondence that you have with the client. Files can also
be uploaded here for the client’s viewing. Here you can change the status of a ticket to New,
Pending, Paused, Completed, or Cancelled.

Select a Status from the dropdown.

By clicking Submit, the contents in the comments section can be found in a ticket under
Correspondence, files can be found under Completed Work, and an email will be sent to the
client notifying them that you have communicated with them.

Important to Note:

A client can see all files and comments made unless the private checkbox at the bottom
of the overlay is ticked and the Email to Client is UNTICKED.

The contents in the overlay will appear under the correspondence section with a lock
icon, meaning ONLY an SSI Admin can view its contents. If the Email to Client is ticked,
the comments contents will be emailed to the client, but not displayed under the order
correspondence log.

CANCELLING AN ORDER

All users can cancel an order. If you need to cancel an order for any reason, you can change
the status of the order within the Communicate overlay or change the status in the Order
Status dropdown in the floating bar.



5.4.4.1.1 CANCEL ORDER WITH ADDING COMMENTS FOR CLIENT

To Add Comments to send to a client when Cancelling an Order, you will cancel the order via the
Communicate button.

Click Communicate.
Change the Status of the Order in the dropdown to Cancelled.
Add why the order is being cancelled to the Comments.

Click Submit.

Lets Talk!

Adid Internal Recipient

nsert Email

Click or drop up o & files here to add attachments

The order will display as Cancelled for both an SSI Admin and for a client in All Orders and when
clicking on the Order Details.

5.4.4.1.2 PRIVATE CORRESPONDENCE

54.4.2

A client can see all files and comments made unless the private checkbox at the bottom of the
overlay is checked.

When checked the contents in the overlay will appear under the Correspondence section with a
lock icon. ONLY an SSI Admin can view its contents.

ACTIVATING AN EXISTING ORDER
If an order was cancelled and needs to be reactivated, only an SSI Admin can reactivate it.

From the order details page, click Communicate.
Change the status of the order in the dropdown to New.
Include in the Comments why the order is being reactivated.

Click Submit.



Lets Talk!

Email to Client Add Internal Recipient

New Insert Email

Comment

Click or drop up to 8 files here to add attachments

Private?

The order will display as New for both an SSI Admin and for a client. The order can be found in
Active Orders and in All Orders.

5.4.5 COMPLETE AN ORDER
Once an order has been fulfilled, click Mark Completed. The checkbox at the top of the overlay
labeled “Email to Client” will be checked, displaying an email template will appear to be sent to
the client from the doit@stevensonsystems.com inbox.

If you do not want to send an email to the client notifying that their order has been completed,
uncheck the checkbox.

5.4.5.1  MARKING ORDER AS COMPLETE WITHOUT SENDING COMPLETION EMAIL
The Mark completed button displays an overlay containing a template email to be sent to the
client. The default is that the Email to Client Checkbox is unchecked.

Order Completion Email

Email to Client

Comment

Attach SSl Files

Click or drop up to Bfiles here to add attachments

Fill in the comments section with details regarding the order. These will be displayed in a
Correspondence ticket for the client and SSI Admin to view.

Click Submit.



5.4.5.2  SENDING COMPLETION EMAIL
The Mark Completed button will display the overlay below.

Order Completion Email

Email to Client

Attach SSi Files

Click or drop up to Bfiles here to add attachments

The Email to Client checkbox will be defaulted to unchecked. Click on the Email to Client
checkbox.

Order Completion Email

Email to Client

File Edit View Insert Format Tools

Your order has been completed!

If you would like to view your order details, you can do so at

Order Details Download Files

Thank you,
Stevenson Systems

Attach SS Files

Click or drop up to 8 files here to add attachments

Click into the text to edit the email body. Include any files under Attachments.

NOTE: Attached files will be viewable only in the order details page. The client will
receive a link to the order details page where they can then download the files.



Click Send to send the email to the client. Click Cancel to return to order details without marking
the order as complete.

Sending the email will trigger a new Correspondence ticket containing an Order Status as
“Completed”, a date and time stamped under Completion Date and the order will be removed
from the Active Orders tab and housed only in All Orders.

Order Log

Order Status: Completed  12/01/2020 12:54:04 PM

Daar tasting.

Vour order your viewing.
I you would like o view your order detads, you can do so at
hitps:/idev-myaccess stevensonsystems.comjorder-details /8941
Thank you,

Stevenson Systems

Order Status: Completed  12/01/2020 10:07:47 AM

TF rerarinigan

this ks atest

TF Tara Finigan

this fs atest

5.4.5.3  CLIENT RESPONSE TO COMPLETION EMAIL
If a client responds to an email regarding an order, the reply is sent to the
doit@stevensonsystems.com inbox.

If the client has asked for additional work regarding that order, you can go to the order, click the

® icon, next to the Completion Date. Then click Communicate and fill in the additional
request made. Be sure to click the private checkbox if you do not want the client receiving the
contents of the log.

5.4.5.3.1 CLIENT RESPONSE EMAIL
TruSpace will check to see if the incoming email has a specific order number in the subject line.
If the email does, a new correspondence ticket will be created under the specified order. If the
email does not, a new order will be created and placed under Active Orders.

If duplicate orders occur, an option to Remove the Order is given in the floating bar under Order
Details.

5.4.5.4  EDITING COMPLETION EMAIL TEMPLATE

To edit the completion email template, click O icon.



QOrder Completion Email

Email o Client

File Edit View Insert Format Tools

Vour orcler has been completed!
1f you would like to view your order details, you can do so at

Order Details Download Files

Thank you,
Stevenson Systems

Attach SSIFiles

Click or drop up to 8 files here to add attachments.

Here you can change what your email template will say.

Edit Email Template

file Edit View Insert Format Tools
<>

Tara

Your ordler has been completed!

If you would like to view your order details, you can do 50 at

Order Details Download Files

Thank you,
Stevenson Systems

Click Save to save any changes made.

Click Close to return to the completion email without saving.

5.4.6  WORK SUMMARY
For the work summary to be displayed, the BILL command must be run in CAD.

Ordors

Billing Summary

Order Date Suite Number

n/s2021 L Lobby #1 Tenant Calculation Kevin Elika $108 n
Senvice Type
Suite Caloulation

11/6/2021 Lz Lobby #2 Tenant Calculation Kevin Elika $105 Qrdear Dale

1/05/202110:49:55 AM
Order Status
Completad

Start Date.
1/05/2021 113:08 AM

1/5/2021 L2 Lobby #3 Tenant Calculation Kevin Elia $105




5.4.6.1

EDITING WORK SUMMARY
Once information is imported to TruSpace from CAD, SSI Admins can edit the work summary by clicking

the @icon.

Billing Summary n “

Ordors

Order Date Sulte Number Tonant Neme Order Type Ordered By Cost Tools
/572021 u Lobby #1 [ Tenant catcutation v Kevin Elika s105 1
Servica Type
/52021 L2 | Tenant Caiculation - Kewin Elika $105 L} Ordar Data
1/05/202110:49:55 AM
Order Status
Ws2021 L3 | Lobby #3 ‘ | Tenant Calculation v Kewin Elika $105 1 ] Completed
Start Date

When in Edit mode, an SSI Admin can then edit all fields in the work summary table.

1/05/20211:13:08 AM

NOTE: Clients are directly able to see what an SSI Admin edits in the work summary. If you are wanting to
create a private message for SSI view ONLY, click the Communicate button and check the Private
Checkbox..

5.4.7 REMOVE ORDER
If a duplicate Order occurs SSI Admins ONLY can remove the order or merge it with an existing order.

Ordered By

First Name: Tara

Last Name: Finigan

Emai Frgantara@gmail com
Property Details

Property 1234 South M Street
Address

Property City Los Angeles

Property State: <A

Property Zip: 90015

Building Code:

Floor:

Suite:

Tenant:

4.1.1.1

you may not access the order at any point after it is removed.

(B08) 214-2774

MY ACCESS, INC.

Order Details

Bullding Report i
or Date:

Order I:

Files

©

04 Requested
Service Type:

14980

©

[[terescan Lo

Notes

Pleasa ignore.
Tharks
Tara

spaceaccounting?022-08-MLpd! 08/16/20223:35:36 PM

REMOVING AN ORDER
By removing the order, you are removing it from the database, meaning that

Click Remove Order.

Service Type
Intariors
Order Date
0B/6/2022 33534 PM
Order Status
wow v

Start Dats

Complation Date




Ordered By

First Name: Tara

Last Name: Finigan

Bt frigantara@gmail com
Property Details

Property 1234 South Main Strest
Acress

Property Gy Los Angelos

Property State: o

Property Zip: 001

An overlay will appear asking if you want to Remove or Merge the order.

Remove this Order

Would youlika to Remave this Order or Merga with an Existing Order?

Click Remove.
You will be asked to verify that you are wanting to remove the order.

Remove Order

Would you like to Remove this Order?

Click Yes.
The order is now removed from the database.

4.1.1.2 MERGING AN ORDER

By merging an order, you are adding the notes and files included in one order to
an existing order.

From Order Details, click the Remove Order button from the floating bar.

Order Details Ex
Service Type
Intariors
Phone: (808) 214-2774 Bullding Repart id 04 Requested Intericrs v Order Date
or Date: Service Type: 0B16/2022 33534 PM
Order Status.
Company: MY ACCESS, ING. x Orderin: 14960 ow -
StartDats
Files Completion Date
) LastUpdate
086202233557 M
Rssigned To
© TaraFinigan
Building Code: 2 | 1_fumerican_Lane_spaceaccounting2022-08-Tipdi 08/16/20223:35:36 PM 0862022 33557 PM
Hoor: 1 Notes
Suite: 1o Phaass ignore
Thanks
Tara
Tenant

Click Merge.



Remove this Order

Would i this Order or

An overlay will appear in which you can input information about the
existing order you are merging into.

Fill in the Order ID and/or Ordered By details and click Search.

Merge Order

Merge this Order with an Existing Order

OrderID

Ordered By

All Orders associated with the search details will be displayed.

Select the appropriate order. Click Merge.

6.0 REPORTS
Reports displays all finalized and preliminary results for all your buildings.

6.1 CATEGORY SUMMARY

Report Category Summary displays area by specified space for all finalized buildings for the company
selected.



Category Summary

MY ACCESS INC

Gross frea
Lobby 1373228 540227 19)3455  435%
Corridor 20580.65 2107 380082 604K
Toilet 18.703.99 102975 B7RIE 44K
Blevator 2590192 178621 2768813 570%
Stair 2879553 221536 3101089 633%
Shaft 1402478 102478 182%
Mechanical 830247 161 1500335 254229 areaan  730%
Tele/Bsc 851001 4848.46 1338647  235%
Balcony-Terr
Sarvice 288228 1574 299802 057%
Other 347,78965 9,46731 153609 36,35019 4090705 6014%
Total 6872223 34778065 10127799 1697590 6899850 254229 606.306.56
g% 1202% 24.30% 2075% 5.43% 0% 042%
2
Total Number of Buldings to
creale Avg %

6.2 VALUE OPPORTUNITY
Value Opportunity is a graphical representation of the area Stevenson Systems has gained for final
reports during the measurement process for the company selected or all clients.

Portfolio Summary

AllCllents: MY ACCESS, INC.

Building Measured
Bulkdings Finalized
Total Measured Area
Current Leased Area
Rentable Increase:

Increase Parcent

6.3 AUDIT TRAIL

The Audit Trail allows for reporting on client usage of the site. The current design/functionality of this

page will be updated.

%

3

1,1774,775.46

1,015,708.79

169,066.67

15.66%

= View Properties

N Current Leased Area




Audit Trail

e ° “

Page ® )

Date Start Date End
A Actiten, v w2 0 o816
‘showng 30 of 101 results
Emal 8 Event Nams ¢
Hinigan{istvensonsystems com Rediract Page

M

eodrigueztempikiroyrealty com

Load Reports POF Docuvieware S5 Report - Reports

thnigan(
Hiigan@s 2 00
neodrigueztemp{iiroyrealty.com Redirect Page

Qanste
neodrigueztempiiiroyrealty com Redirect Page.
neodrigueztempdpkiroyrealty.com Redirect Page
Fodirect Page

Wendertindengistevensonsystems.com  Redirect Page

JvanderLinden{Istevensonsystems.com  Redirect Page

6.4 BILLING REPORT
Billing Report enables an SSI Admin to see those orders that have been completed and are ready to be

billed.

Raparts
Billing Reports

1.

i dr Tenant Name
Order kd Order By Compary Name

L] 10983 Ryan Cox CBRE

[ 10983 Ryan Cox CBRE

O o83 Ryan Cox CBRE

1 w983 Ryan Cox CBRE

[ 10864  SteveKimball PGIM

(] 1ges Leslie Lagua Hines

[l wess Leslie Lagua Hinas

Ll = Tina Johns e

LI = Tina Johns TG

Category Summary category-summary

My Propertiss Jmy-properties

Company Listing Ieompany-listing

A Orders fall-ordars

SSIReport - Reports  [ssi-reports|713/reports/5288

#14900 Order Details Jordes-detais 14980

My Properties my-properties
SSlReports fssi-reports/ N3
My Properties fmy-properties
Member List Imembar-ist
Dashboard Idashboard

User Login fogin

My Properties Imy-properties
Dashboard /dashboard

2 3.
Biliing Type Date Start
Al v 10/23/2021 o
Property Address Bukding Code
1100 Park Piace 100PP
1100 Park Place 100FPP
1100 Park Place 100PF
1100 Park Place 100PF
7090 Tray Hill Drive 708TR
135 South State College Boulevard 13650
135 South State Collage Boulevard 13550
4445 Eastgate Mall 444EA
4445 Eastgate Mall 2438

Jssi-reports/T3reports/5288

SearchedTaxt ¢ DownloadedFle &

Date Eng

1/08/2021

10/26/2021

10/25/2021

10/25/2021

10/26/2021

10/26/2021

10/25/2021

10/25/2021

10/25/2021

10/26/2021

501 Santa Monica Bivd - RO3-207 Office - Method A - Final Report - 2021-10-16.paf

Sufte

R-BI

IR-B2

R-C1

R-C2

a

Parformed By

Al

Tenant id

R-2

R-22

1R-23

1R-24

5.

Vacant

Vacant

Vacant

Vacant

Vacant

vacant

Vacant

vacant

Biling Status

JohnC

JohnC

JohnC

JohnC

JonhnG

Jonnc

Johnc

JohnG

Jonng

Date/Time ¢

Tue, 16 Aug 2022 16:46.01 GMT
Tuse. 16 Aug 2022 16:46:00 GMT
Tue., 16 Aug 2022 16:45:59 GMT
Tus. 16 Aua 2022 16:45:59 GMT
Tue, 16 Aug 2022 16:45:57 GMT
Tue, 16 Aug 2022 16:45:57 GMT
Tuse. 16 A 2022 16:45:56 GMT
Tue. 16 Aug 2022 16:45:54 GMT
Tue, 16 Aug 2022 16:45:53 GMT
Tue, 16 Aug 2022 16:45:45 GMT
s, 16 Aua 2022 16:45:44 GMT
Tue, 18 Aug 2022 16:45:42 GMT
Tue. 16 Aug 2022 16:45:40 GMT
Tue, 16 Aug 2022 16:44:22 GMT

Tue, 16 Aug 2022 16:43.58 GMT

Tenant Calculation

Tenant Calculation

Tenant Calculation

Tenant Calculation

Tenant Calculation

Tenant Caiculation

Tenant Calculation

Text Change

Interior Partition Drawing -
Ssuite

P Ackiress

98.172187

98.73.187

173196.254 80

98.173.1.87

98.172.1.87

73196254 80

98.1721.87

98.73.187

73196254 80

173196.254 80

98.173.1.87

7319625480

73196254 80

98173187

98.172187

7.
Price  Bilod
$I05  false
S5 false
S5 false
$106  false
S5 talse
SI05  talse
$105  false
$20  false
$120  ralse

1. Table Search —You can search by who ordered it, company name, property address, tenant

name

ok wnN

Billing Type — comparable to work performed in table. Here you can filter by specific work type.
Date Start/Date End — Range to filter orders by date they were placed.
Performed By — filter by the SSI Associate that performed the work for the order.
Billing Status — filter by those items that have been billed and those that haven’t.
Download — download an excel sheet of items in the table



7. Mark as Billed — when items are selected, you can mark them as billed individually or in
multiples.
a. Those items highlighted in orange are those that have not been billed. Those items
highlighted in green are those that have been billed.

/7.0 COMPANIES

7.1 ALL COMPANIES
The Company Listing displays all the companies that are in our database.

Company Listing
g
Showing 30 of 734 results
o W ¢ Aekdrues Addoss & oy e Statn ¢ s T
3819 - 4. ]
418 zB
w7 ANCORIAN =8
04 Diversified 385 Markst Street - Kenibvrorth N o733 o] ]
Weda Group
561 Ti-City 1]
Property, LLC
1003 0436 SANTA =4 ]
MONICA BLVD.
Lo
26 0474 SANTA 10474 Santa Monica Boulevard, Suite 200 Santa Monica cA 90025 1]
MONICA
ASSOCTES
07 w0 =8

MORAISON
uceo
COWAN
NAKIDS
GROUPLLC

3605 MWEST =8
PARTNERS

7.1.1 COMPANY DETAILS
By clicking the edit icon in the table, you will be redirected to Company Details page. This contains basic
information about the company.



MY ACCESS. ING.

27822 61 Lazo Foad), Sute 100 Laguna Niguel

Address 2 Stale

Domain * Zp
ssicorperstacom wem

Company Type e — L Archived

Added Date:
Last Update:

When editing the company details, the two required fields are name and domain.

7.2 REGION GENERATOR
A company can create regions based on any criteria they prefer.

Select an Owner from the list.

Once selected, the region field is editable.



Type in the desired region.

Click the +icon.

The region will show in the listing. All regions within this listing can be assigned to any property within
the company on the Property Summary page.




Ty ey ey
ouner P x HEH

South

Click the Save button to save any updates.

Loadirom)A | GenersteXL | Detait Regions
Owes MY ACCESS, INC.

Region

Select a Regian

7.3 APPROVE REQUESTS
If a user has been invited to TruSpace and their domain is not in the system, the company administrator
or manager are prompted to add a company to match the new domain. The company will not be added

to our company listing until it is approved by an SSI Admin.
Approve Requests allows for you to approve of these companies.

A company administrator or manager will add a company similar to the screenshot below.



Invite

Emait: Paken65221@zioba.com

TESTING COMPANY

Company Role: Bulding Owner

eans Lk Umited User

Once they click Submit, they are asked to verify the information.

Adding a New Company X

The company you have entered s foreign to us! This user will be added to
‘your External Member List and their company will be added to your listof
Partners.

To assign this user properties.please click Continue.

Emait paken85221@zfobo.com

m

Once they click Continue, the company is displayed in the Approve Requests table.

Companies

Approve Requests

Filter by Keyword x ~ ~

showing 1of 1results

Testing company Building Ownar Tara Finigan v

By clicking on the checkmark, you are approving the company. Once selected, you will be asked to
verify.



Approving New Company

to
Drawing Vault databases?

Clicking Approve to move the company into the Company Listing table.

To see what users are associated to the company, click on the Company Users icon.

Companias

Approve Requests

Fiter by Keyword x Company Role ~ RequestedBy v

howing 10f 1results

Testing company Bullding Ownar Tara Finigan 4]

The email and access level of the associated users are displayed in an overlay.

Company Users
Testing company
Filter by Ke yword

Email Access Level

pakenG5221@zfobo.com Limited User

8.0 TEAMS

Teams allows for you, as an SSI Admin, to view all individuals that have been invited to TruSpace. You
can adjust a user’s account via Member Details or change the properties they have access to via
Property Mapping.




8.1 ALL MEMBERS

All Members displays the members that have accepted their TruSpace invitation. Here you can Invite a
new member to TruSpace (1), edit an existing member’s profile (2), and edit the properties that an
existing member has access to (3).

MY ACCESS, INC. x

Member List

snowang 7 of 7 rasults 2

1286 lason Charalambous projects@bulletproot.co.uk Limited User MY ACCESS, INC. ) false Z=

186 lason Charalambous projects@buletprootco.uk User MY ACCESS, INC. 2 false =

186 My Access rynstvinr@jsirosoft.com Limited User MY ACCESS, INC. (mym-m true =

186 Pat Test xeway20462@W0ZS.com Company MY ACCESS, INC. (B08) 219~ true ==
Administrator 77

186 Myhccess Usar testuser@stevensonsystems.com User MY ACCESS, INC. (949)207- true =
4207

186 myaccess admin demaadmin@stevensonsystems.com Company MY ACCESS, INC. 949-207- true ==
Administrator 4200

186 dema user demouser@stevensonsystems.com User MY ACCESS, INC. 949-207- true =
4200

8.1.1 INVITING AMEMBER
Click the plus icon to invite a member to TruSpace.

Enter the email address of the new user.

Enter their associated company and assign them a user role.

Click Submit.

8.1.1.1 INVITING A NEW USER

If the user’s email does not exist in the TruSpace database, you are redirected to
Property Mapping to assign the user specific properties that you want them to view.




8.1.1.2  INVITING AN EXISTING USER
If the email of the user you are inviting exists in the database and they have accepted
their invitation, you have two options. You can edit their member details in which you
can change their access level from a limited user to a user or a company manager or a
company admin, or you can edit the properties they have access to.

Click Member Details or Property Mapping to edit the respective fields.

8.1.1.3  ACCESS LEVEL DESCRIPTIONS

Company Admin (company super user): has full access to all buildings assigned
to the company. They can view all orders for all buildings and invite additional
users.

Company Manager (asset manager with specific buildings assigned): access
only to buildings assigned to them. They can view all orders for their assigned
buildings and add users to their buildings.

User (usually a property manager or leasing individual): access only to those
buildings assigned to them and can only view orders they have placed.
Limited User (usually an outside service like an architect): access to view a
listing of properties without additional data, their only link is to the Drawing
Vault. Additionally, they can only view the orders they have placed.

8.1.2 EDITING MEMBER DETAIL
Member details includes all information about the member as well as their access level.

N
Click on the Edit Member @ icon from the All Members tab to view Member Detail page.

Member Detail

9492072200
MY ACCESS, INC.
MY ACCESS, INC.

Emalt demoadmin@sisvensonsystems.c

Require Resat
Password

Aceess Level Company Administrator v

Notify User- o

Aagod Data: Dec311060

(-]

You can edit a member’s company under Associated Company.

Note: Associated Company refers to the company that an ADMIN has assigned the user
to. Company contains the company that the user types in when creating an account and
has NO bearing on the user’s account.



Active shows if the user is active (checked) or inactive (unchecked).

Click Remove to remove a user email and all user related records from the TruSpace
database.

8.1.2.1  REQUIRE RESET PASSWORD AND NOTIFY USER

An SSI Admin can require a user to reset their password when logging in. This is an additional
functionality to Forgot Password? for a user. To do this, have the Require Reset Password AND the
Notify User checkboxes ticked. This will send the member an email with a temporary password. You can
also generate a random password for the user via the arrow icon button next to password, however
you MUST select Notify User for the user to receive an email with the random password.

8.1.3  PROPERTY MAPPING

Click the Property Mapping icon ™ from the All Members tab to view the Property Mapping overlay.
8.1.3.1  ASSIGNING PROPERTIES TO A MIEMBER

The Property List section is composed of the properties for company the user is assigned to. The left
column has a list of prepopulated buildings determined by the associated company in the users Member
Details page.

NOTE: If a building is inactive, it will appear grayed out and labeled as inactive. You must edit the
Property Summary for the individual property and mark the building as active to assign it. See Activating
a Building for detailed instructions.

Property Mapping

Email: demouser@stevensonsystems.com
Company: MY ACCESS, INC.

Property List Selected Proparties

Saarch by bldgname, city and address

Company:
MY ACCESS,INC.

snowing 701 7rasuts

1000 Winterfell
1000 Wintarfell, San Francisco casisse

1234 South Main Street
1234 South Main Siraet, Los Angsles CA 90015

1428 Eim Street
1428 Elm Street, Los Angeles CA 00210

4200 Stevenson Road
4200 Stevensan Road, Three ArchBay CA92651

£55 Universal Way
555 Universal Way, Scottsdale A7 85018

To allow a member to view specific properties, select the properties you would like the member to have
access to under Property List.



Click the right arrow button.
Selected properties will appear under Selected Properties.

Click Save.

8.2 PENDING INVITES
A new user that has not yet accepted their invitation or those who have not yet accepted a change in
user access level will appear under Pending Users.

Pending Invites

* “
showing 120f 12 results
Fmmycomish@icbre.com Limited User CBRE Friday, Seplember 3, 202110:53 AM Expirsd A #FF
— x
5.202010053
A
tmetcelf@saaia.com Limited User san Thursday, September 2, 2021 453 PM Expired - =
Saturday, X
P
22001453
P
candysatcher@amgll.com Limited User i Tuesday, August 31, 2021 5:44 PM Expired Resend =
Thursday. x
Septermber
2,200 500

All fields in the table can be refined through the Search bar.
Invitations expire after 48 hours. Expiration dates are noted in the table.

From here, you can edit a member’s information/access level or edit properties assigned to a user by
clicking on the edit member details icon or the edit properties icon.

To resend an invitation to a user, click Resend.
To delete a user, click X.

8.2.1 PENDING INVITE: MEMBER DETAILS
Editing the Member Details of a Pending User is like that of a member that has accepted their
invitation. However, there are only 3 fields that are editable: Email, Associated Company,
Access Level.



Member Detail

jimmycomishdcbra.com

Uimitag Usar

Expiration Data:

-

Any changes made to the member details will automatically send a new invitation to the email
provided.

8.2.2 PENDING INVITE: PROPERTY MAPPING
Editing the properties assigned to a Pending User is like that of a member that has accepted their
invitation.

Click on the Property Mapping icon.

Pending Invites

Showing 142 of 142 results.

Daken&522s@zfobo com Limitod User Testing company Tuesday. August 16. 2022 4 59 PM Thursday,
August 18, 2022 x
259PM

The property mapping is defaulted to filter by the company assigned to the user.

Praperty Mapping

EMail: paken6522I@2robo.com

Company: Tasting company

Property List Selected Proparties

1234 South Main Street
1234 South MaIn Sreet, Los Angeles CA 90015

earch by bidg name

Company:

Testing Gompany

C

loading




You can add additional buildings from this company or exit out of the company filter and search for
additional buildings.



