PROMAS Landmaster

Internet Publishing / PROMAS Central
Training Exercises

. Internet Publishing Owner Settings

Set it up to:

e Generate Monthly and Annual Statement
e Publish Recent Activity

e Publish 3 additional months

e Statement to run from 16 thru 15

. Regenerate an Owner Statement for Clayton.
Look at the statement in the Document Manager.

. Add a document to 436 Fairway Drive using the Upload Document button
in the Unit profile.
View the document in the Document Manager.

. Add a backup to the Document Manager.
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1. Internet Publishing Owner Settings
Set it up to:

e Generate Monthly and Annual Statement
e Publish Recent Activity

e Publish 3 additional months

e Statement to run from 16 thru 15

Internet Publishing
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rConnection Statu
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Publizhing Setup

Owner Statement Generation [ Mat Scheduled
Tenant Statement Generation 1z Mot Scheduled

Owner Settings

Document Upload |2 Scheduled
Activity Upload 1z Mot Scheduled

Tenant Settings

rCloze of Business Sunday, May 15, 2011

(¢ OpenforBusiness ¢ Clozeof Day ¢ Cloze of Week  Close of Week - Monday Holiday

-
Regenerate Owrer Statements Owner Statement heszage

-

r Regenerate Tenant Statements Tenant Statement Message

v Upload Documents to Server

[ Spnchronize Listings

Open Document banager

Logon

Fublish to Promas Central ‘

Owner Settings

Add Backup to Document Manager and Publi

?

Delay Statement Generation and Activity Publizhing for

Monthly Statement Clozing Day

|

Generate Annual Statements [

Publish Recent Activity []
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Publish an Additional Months of Recent Activity

[ ]
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[End of Month if Mot 5pecified]

Last Statement Closing Date

H save XK Cancel

Owner Settings
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Generate Monthly Statements [X]
Generate Annual Statements [X]

Publizh Flecent Activity [X]

Delay Statement Generation and Activity Publizhing for I:I Draps

Publizh an Additional tonths of Recent Activity

taonthly Statement Clozing Day [End of konth if Mat Specified)

Last Statemnert Closing Date [4/15/2011 bl

? E‘ H save

X Cancel

5/2011

PROMAS Landmaster PC Training Exercises




2. Regenerate an Owner Statement for Clayton.
Look at the statement in the Document Manager.

Republish Owner Statements E

Bieprint From Date |3/16/2011
Lirnit T Categany | $|D|
Fiestict to [CLAYTON: Frederick L Clapton [Dwner] v |3 | -]

x Cancel

? E‘ Campile

Internet Publishing fg

rConnection Statu

|NUt Logged On | Publishing Setup
Owner Statement Generation | Mot Scheduled .

Tenant Statement Generation |z Mot Scheduled e Sl CI I1C k on

Document Upload |: Scheduled

Activity Upload s Not Scheduled VeiERR SCiES <Open Document Manager>.

rCloze of Buginess Sunday, May 15, 2011
¢ Dpenfor Business Closeof Day ¢ Cloge of 'Week ¢ Cloze of Week - Monday Holiday

-
Fiegenerate Owner Statements Owner Statement Meszage
-
r Fegenerate Tenant Statements Tenant Statement Message
i
[~ Synchronize Listings Open Document Manager
Publish to Promas Central ‘ Logon ‘

@ Document Manager
Add Backup to Document Manager and Publizh ‘

Category Selected Owner

[ _=|| [cLAYTON: Frederick L. Clayton
x Cancel
Al Tkems Documents

Backup: Backup Folder [Company Folder] & April 2011 Statement, PDF
BRUMO: Joseph P, Bruno [Tenant]

Find the owner’s name and highlight. pravidiygod s iur SR
ghlig | n
B (el

Chi

_— ) H:

FAIR436: 436 Fairway Drive [Unit]
FISCELLA: David & Judy Fiscella [Owner]
FUTURE: Future Tenant [Tenant]

GOLD: John Goldman [Tenant]

GOLDEN: Harrison 5. Golden [Owner]
GRAY: Peyton T, Gray [Owner]

GURO: Edward & Marianne Guro [Tenant]
HARRIS: Charles W, Harris [Cwner]
KMETZ: Anthony Kmetz [Tenant]
LEBEMSOM: Ira C. Lebenson [Owner]

@ Document Manager 573 MAINZ12: 212 Main Strest [Uinit]
— MU WUZIG Inc, [Property]
Category Selected Owner OAKZ118: 2118 Oak Street [Unit]
PARSCOMNS: Johnny Parsons [Tenant]
[l _=|| [cLAYTON: Frederick L. Clayton PORACH: James 1. Porach [Owner]

ROCKS317: 9317 Raockpart [Unit]
All Tkems Documents ROD: Jerry and Karyl Rodriguez [Tenant] | | |

ROSEMAN: Rita Roseman [Tenark] Add
Backup: Backup Folder [Company Folder] & SCHEME: Donald 5. Schenk [Cwner] | |
Irnport Direckory |

BRUMO: Joseph P, Bruno [Tenant] SCHRADER: Phyllis Schrader [Tenant] v
BULL: Emma Bull [Manager] ST T el d el Pl

CEDAR3ZT: 327 Cedar Lane [Unit]

Close | ‘Windows Explorer

FAIR436: 436 Fairway Drive [Unit]
FISCELLA: David & Judy Fiscella [Owner]
FUTURE: Future Tenant [Tenant]

GOLD: John Goldman [Tenant]

GOLDEN: Harrison 5. Golden [Owner]
GRAY: Peyton T, Gray [Owner]

GURO: Edward & Marianne Guro [Tenant]
HARRIS: Charles W, Harris [Cwner]
KMETZ: Anthany Kmetz [Tenant] 1 1

LEBEMSOM: Ira C. Lebenson [Owner] H I g h I Ig ht th e State me nt
MAINZ12: 212 Main Skreet [Unit]

NU: NUZIG Ine. [Property] and double click or click

OAKZ118: 2118 Oak Street [Unit]

PARSOMS: Johnry Parsons [Tenant] < O p en>.

PORACH: James 1. Porach [Owner]

ROCKS317: 9317 Raockpart [Unit]

ROD: Jerry and Karyl Rodriguez [Tenant]

ROSEMAN: Rita Roseman [Tenark] Add | Rename | Delete

SCHEME: Donald 5. Schenk [Cwner]

SCHRADER: Phyllis Schrader [Tenant] v Open |
a

PP T R I e

Export To File

Close | ‘Windows Explorer

Irnport Direckory |
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3. Add a document to 436 Fairway Drive using the Upload Document button

in the Unit profile.

View the document in the Document Manager.

436 Fairway Drive [Unit]

X

Rental Information————————————

Market Rent $1.125.00)
Square Footage 2,250
SqFt Percentage I:I

436 Fainway Drive

Vienna, Wi 22180

22180 [ Foreign

LAM Percentage I:I

Ip [FAIR43E | [#36 Fairway Diive | Key] | stats
Upload Documents |‘ Inspections |
rUnit Descriptiorr
Ledger |GDLDEN: Harrizon 5. Golden [Qwner] L |D| | v| N
Unit Type |SFF|: Single Family % |D| Change Ledger |
Mot Fee [STD: .75 collected v =] - O rersart
Manager |BULL: Emma Bull % |D| Hepai[_Limit
Buiding [ vzl L
rAddres:

Fee Summaryi

\ Open the Unit profile.
Click <Upload Documents>.

On Collected

Mot On Collected I:I
Wwhen Yacant
Owner % Late Fee I:I

ﬁ\1. Unit Dezcription ;{2. Categories ;{3. Documentation ,-"

1B H® s AET T JH B

j'L Elose*

Highlight the Unit.

Click <Add>

Use the Windows Browse function to find
your document.
Highlight and click <Open>

™~

@ Document Manager

Category Selected Unit

~| | [FAIR436: 436 Fairway Drive
Docurnents

: reet
OAKZ118: 2118 Oak Street
ROCK2317: 9317 Rockport
WE201: Willow Brooke 201
WE202: Willow Brooke Unit 202
WE203: Willow Brooke Unit 203

MATN "

a | | |

Close

| ‘Windows Explorer

Irnport Direckory |

Copy Files to Document Repository

D

My Recent
@ Document Manager Documents
Cateqgory Selected Unit ?“E
[t _~| | [FAIR436: 436 Fairway Drive Desktop
LUnits

Documents

CEDAR3ZT: 327 Cedar Lane
FAIR: Fairi, VE
MAIMNZ12: 212 Main Street
OAKZ118: 2118 Oak Street
ROCK2317: 9317 Rockport
WE201: Willow Brooke 201
WE202: Willow Brooke Unit 202
WE203: Willow Brooke Unit 203

Rename |

D

oy

My Computer

by Metwork,
Flaces

3

Look in: |B My Documents

My Documents

PX

sl e ® ek E-

8 5 afeway. doc

T SCANDZZ4_000 2. pdf
T kestl.pdf

T kest2. pdf

B Users by State.xls
@_]Users with Support. xls
@_]Users without Support. xls

<

>
File name: | j Open |
Filez of type: | j Cancel

Delete |

Open |

Export To File |

Close

| ‘Windows Explorer

Irnport Direckory |
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Document is added to the
Document Manager.
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4. Add a backup to the Document Manager.

Internet Publishing fg

rConnection Statu

|NUt Logged On | Publishing Setup
Owner Statement Generation | Mot Scheduled .
Tenant Statement Generation |s Mot Scheduled e Sl
Document Upload |: Scheduled _
Activity Upload Is Not Scheduled VeiERR SCiES
rCloze of Buginess Sunday, May 15, 2011

¢ Dpenfor Business Closeof Day ¢ Cloge of 'Week ¢ Cloze of Week - Monday Holiday C||Ck <Add Backup tO Document
Manger and Publish>.

Fiegenerate Owner Statements Owner Statement Meszage

Fegenerate Tenant Statements Tenant Statement Message

v
[ Sunchronize Listings Open Document kanager

Publish to Promas Central ‘ Logon ‘

-
-
-
o

Add Backup to Document Manager and Publizh ‘

] ‘ X Cancel

IMPORTANT NOTICE fg

B USING THIS SOFTWARE TO SEND BACKUPS TO AN INTERNET SITE. vYOU
ACCEPT THE FOLLOWING TERMS.

Thiz functionality is provided “As-1s"" and by using thiz software to send backups to an
internet site, the user specifically agrees to assume full liability for any damages arizing from
the uge of this backup function including, but not limited to, damages incurred by a lost,
incomplete, or damaged backup.

ALWwATS USE MULTIPLE STRATEGIES TO BACKUP AND PROTECT YOUR DATAI

Read message and click <OK>.

? =] ‘ o 0K XK Cancel

9 Backup placed in the document manager, C“Ck <OK> to begin the pUb_
57 Puslshnowt lishing process or <Cancel> to

Cancel upload |ater-
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