3 minute quick start guide

Forgot Password?

SIGN UP

ONLINE LEASING ABOUT CONTACTUS HELP

Smarter Leasing Staris Here o Call toll free for live help (866) 266-7483

AUTOMATE FORMS

Patented technology updates, calculates and
prorates YOUR lease and move-in forms

>omv: TRAFFIC > CLOSE LEASES > SRt > AUICRATE
/ / / /

\ ARCHIVE
FORMS / )

GET ONLINE ONLINE

2> The Buzz

New faces for On-Site in Texas and Rocky
Mountains

> Recent News

Dallas/Fort Worth area shows strides in
multifamily market

»> For Renters

Renting a home? | APPLY NOW |

The Dallas/Fort Worth area may reach its lowest
apartment vacancy rate since 2001, CityBizList
Dallas recently reported. While this year...

Read more >>

Nashville area multifamily rental market
improving
Apartment construction in the Nashville area is

With 3.5 million e-signatures captured and
counting, On-Site expands sales team to address
increasing demand for online apartment leasing
technology ... Read more >>

Bankers losing ground in surging market for
Manhattan rental apartments
Qur statistics frem the Manhattan rental market

Already applied?

‘We can help! Request a copy of your rental
report to see the results of your background
check and resolve any information that you
dispute. RenterRelations.com >>

increasing as mutlifamily builders consider
improving rental rates and market conditions a
sign... Read more >>

suggest several intriguing trends: In 2005, Wall
Street jobs outnumbered technology jobs 8...
Read more >>

JOIN THE CONVERSATION

EE

Like | {481]

YOU NEED STA FORMED

te's Blog

Login to youraccount at
http://www.ossite.com

A Enter your username and passwdrdlickzo! If promptetb change your passwsetkct one wisieveror
more characters, including at least one nuinbeo ane | e tpromepted to delect gnd ardwecret
guestion, theto so, as long as your email address is not shared.

A | f vefargotten yassername or password click on the padsswabdve the login box.

Wedbre here to h
CallB66 266 7488 click the questid
mark in the upper right corner for
instant support options.




Leasing Websites Collections Settings Reports Main Menu
m Leasing @\ Advertising & Websites
A

Begin New Guest Card : Change Advertised Rents/Specials
Recent Guest Cards Craigslist Postings
Begin Lease Renewa Change Other Info/Advanced Options
View Recent Leasing Activity View Website

1/18/2011 Chester Cheetah and Fred Flintstone (Dependant)

1/17/2011 Fred J. Flintstone Z—|| Tools

1E=]
Prepare Notices & Additional Forms My Inbox
View Recent Notices Compose New Message
m Reports SCL  Settings
Company

Application Fee Payment Region

Charges Property

Debt Collection Submission Staff

Comparable Rent My Account

Demographics

Leasing Distribution

e A
TI RE you dondét have

Complete Guest Card Data

Begin New Applicati@nd skip to Step 4.

Guest Information

Community * | Awesome Apartments o
Contact Type: O Internet © Phone @ Visit
Add guests, scan Guest I.D. card.
Guest(s) First Name M.I. Last Name Email Phone Spouse Remove

Individual Fred Flintstone fred@fakemail 5555555555 x

Individual ~
Preferences (-)
Referral Source: Craigslist W i i i

; Optional  informatic
Reason for Moving: Relocated for work 7 .
Desired Floorplan: Cool Place (1-1.0) » Click Preferencesto
Desired Move-in Date: 03/01/2011
o expand.

Desired Lease Term: one year o

Price Range: $1,100.01 - $1,200.00 ¥

Comments: Enter any additional comments here.

Status: + | Scheduled a future appointment with guest v

Enter any additior]
comments here.

T1 Plé you have a USB card sca
connected to your computer, you caf
scan Guest I.LD. camilnd s can

driver license, state 1.D. or credit card
name fields wilkiflh aut omat i
save t he ¢ uhesvenbthatya
convert the guest card into an applicatig

Step 1: Begia new guest
card

A Click_easing > Begin New
Guest Cardf the guest is ni
yet entered into the syster

A Click_easing *Recent
Guest Cardt resume wor
on any existing guest card

A OrClick_easing > Recent
LeasingActivityto resume
work on any existing
application.

Step 2: Ent

information

A Choose yo@ommunity
from the drop down mdhu
you do rtdhave access to
the community you need,
contact your supervisor.

Choose th€ontacflType
Was iain email (internet),
phone call or office visit?

Choose theuestType
from the drop down menu

If applicable you can add
SpousgNote that a spous
is an occupant wiko
responsible for rent).

Enter &tatusfor the guest
e. g. NnGuest

| ooki ngb6bo or
future appointment with
guest . o

T

T | PReferral Source, Reason for MoV
and Status can all be customized ur
Settings > Company > Guest Gard

duplicat e,
Combinet h e
not duplicates, clickse

Aféthis guest card is a posy
youo
guest ¢




Last 30 Days v | Active Guests

Community~
DINOSA

Guests Last Activea

Fred J. Flintstone 2 days ago

HILL Phillip Mickelson 2 days ago

Test J. User 2 days ago

joe stone 2 days ago

HILL
Begin New Guest Card...

Guest Information

Community + | Dinosaur Alley

Contact Type: 2 Internet @ Phone © Visit

Add guests, scan Guest [.D. card.

Guest(s) First Name M.I. Last Name Email

Individual v Fred ] Flintstone fred@fakemail

Individual v

Preferences (+)

Comments:

Status: * | Scheduled a future appointment with guest »

m.-- rt to Application [ifelles

Select Community and Apartment

Community: Awesome Apartments

Apartment: Please select

I This is a renewal lease.

v | | All Agents

Phone

v | | All Properties

Match? Agent
Captain Hook

Peter Pan

Ace AAce

Spouse Remove

5555555555 ®

-l Don't screen this applicant.

Tl P you are preparing a le
renewal, check thgis is a renews
leasebox. However, renewals are sif
if you click.easing > BegirLease
RenewalThis way, you can view exp
leases and process renewals with

typing.

... | Step 3: Convert the guest
< | card into an application

A Click_easing *Recent
Guest Cards

A ClickApplyto convert the
guest card immediately or
click the ap
view/edit details of the gue
card, then clilonvert to
Application

TI R youbve rec
card, the name will appeapiawith
a glob® icon. Phone andpigrson
visits will have a cell pl&nand
postcarc= icon respectively.

Step 4: Sele@n
apartment

A Select an apartmé&om the
drop down menu.

AOnh f t he chasemp
apartment imtlisted, select
Add apartmegt, then click
Continueand see Step 5

A CheckthBondt sc
applicanbox if you are
preparing a lease without
screening the applicant firs

Tl Afgour applicant
apartmentyet,seleot ci de. | at




Apartment Information

Community Name:

Apartment Number:
Floorplan Style:
Bedrooms:
Bathrooms:

Square Footage:

Floorplan Description:

Floorplan Abbreviation:

Awesome Apartments

Choose Floorplan Style
Select Bedrooms ¥

Select Bathrooms v

Other

Other

- Occupant ©

Street: 12345 W. Cooltown Drive.
City, State: Schdy

ZIP: 12345

New Applicant Information

Applicant Type: @ Individual © Corporate

First Name: * |Fred M.I.:

Last Name: * | Flintstone
@ SSN O Canadian
* |999-99-9999

Driver's Lic. #:

Date of Birth: * |s/10/1955

Phone: © |(408)123-1231
Alternate Phone: (408)123-1232

Email Address:

- This applicant has a spouse.

- Include dependents.

- ITIN

T | RAféCanadian credit reports are en
for your company you can reque
Canadian credit report digkingUse a
different |.D.and entering the Canad
citizenbs Soci al
(at the bottom of thedisstates) and Pos
Code.

Suffix:

State:

NY

- None

CA ~

Guarantor

Step 5Add a new apartment

Use the drop down menu to view the
existingrloorplarStyles AFloorplan
Styledescribes the type of layout that ¢
of apartments share; organize them
however you like.

T1 P@nly if none of the styles ¢{
appropriate for the unit, sé€leeatenew
floorplanstyleand enter:
A Number of bedrooms & bathrooms
A Square footage of floorplan
A Description of the stylefe§.a nt a
A Abbreviation ahe descriptione.g.,
ASant ao

T1 PNMeed to add a large quantity
apartments? We can upload apartme,
you. Contact Client Services to obtg
required template, fill in the fields and

the completed template back to us.

Step6 Enter the a

information

A Choose thepplicanfTypeand enter the
requested information, or &tick
Existing Resident/Applicahthe
individual has been entered previously

A If applicable check the box to add
dependants aspouse. A dependant is
occupant wherotfinancially responsibl
for the rent, while a spouse is an occu
whaisresponsible for the rent.

A If applicable, check the box to request
we verify the app
landlord and/or banking account(s).

A After clickingontinueenter
employment/income information; if
applicable, check the box to request tt
verify this information.



Step 7 Enter payment information

A We can accept direct paymeymior
application fee via:
A The applicant
A The applicant
A Your credit card

0
0

If your application fee exceeds our sen
fee, you are credited fodifierence.

A If using a bank account, enter the routil
account numbers. If you have a paper
pl ease write AvoOi
records. There is no need to mail us thi
paper check.

A If you have already collected an applic:
feeand/or you wish to be invoiced for tf
screening fee, clgk the company

Step 8 Screen the
applicant

A Check that you have ente
te applicant
correctly. Click the edit pe
to make changes.

A ClickAdd
Applicant/Guarant¢o add

A If applicable, select which level of screening to run by che a coeapplicant now. You ce

appropriate boxes.

AHave you verified the
applicant 6s per mi ssi on
indicating these facts andCtickinue

always add them later.

appl i ca A Enterthe rent, security

t

O ru deposit and how the
applicant was referred to
your community.



