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Slide 2 - Objectives

Objectives

In this section, you will learn how to add a new
user to the MITAS Internet Property
Management site. An interactive simulation
will help yau practice the new skills.

Text Captions

Section One

Objectives
In this section, you will learn how to add a new user to the MITAS Internet Property Management site. An
interactive simulation will help you practice the new skKills.

Notes
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Slide 3 - Scenario

Scenario
_ Adding a New User
Doug is a nevs property manager for

your Mitas Manar property. You need
to add him as a user to the MITAS
Internet Property Management site.

Let's find out howy we can do this using
the MITAS Internet Property
Management site.

Daoug at his desk

Text Captions
Scenario

Doug is a new property manager for your Mitas Manor property. You need to add him as a user to the MITAS
Internet Property Management site.

Let's find out how we can do this using the MITAS Internet Property Management site.

Notes
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Slide 4 - Concept

Adding a New User T
= User Account Malntenance
It is easy to add a new user to the
MITAS Internet Property
Management site. You can even

add the user using the weh site. Maln Manu

Sysl=rn Help

In arder to do this, you must first Screcn el
Lagofl

login as an administrator. This
requires you to use the
administrator username and
password your agency has
establizhed.

Then you add the new user thraugh
the user account maintenance
SCIEEN.

Administrator User Menu

Text Captions
Adding a New User

It is easy to add a new user to the MITAS Internet Property Management site. You can even add the user using
the web site.

In order to do this, you must first login as an administrator. This requires you to use the administrator
username and password your agency has established.

Then you add the new user through the user account maintenance screen.

Notes
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Slide 5 - Simulation

Adding a New User
The follmwing simulation takes you through
the steps needed to add a newr user to the
MITAS Internet Property Management site.
You will be shown the appropriate steps
needed.

Text Captions

Simulation

Adding a New User
The following simulation takes you through the steps needed to add a new user to the MITAS Internet Property
Management site. You will be shown the appropriate steps needed.

Notes
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Slide 6 - Slide 6
a about:blank - Microsoft Internet Explorer

File Edit “iew Fawvorites  Tools  Help

@Back - -\‘) @ @ \{h pSaarch \&J\?Favurites @ @' ; n |_J ﬁ 3

Address |@ hhnut:h@nk Highlight: Box
T

Select the Address text bos
Type inthe web site address
of the MITAS Internet Property

Management site.

Text Captions

Select the Address text box. Type in the web site address of the MITAS Internet Property
Management site.

Notes
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Slide 7 - Slide 7

2 about:blank - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

esack - Q |ﬂ @ h /':\J Search MS::K’ Favirites G} [_\:, :; _J ﬁ ‘3

Address |@ about: blank

——

Fress Enter key

Text Captions
Press Enter key

Notes
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Slide 9 - Slide 9
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack < \_/l |ﬂ @ h /.__\J Seatch ‘*Sj‘\'{’Favurites @3 4] - L:.; ,/'_J'-I M _J ﬁ :’i

Address féj hktp: /e, mikas . commshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

The MITAS Internet Property Management Login page
appears Please log in:

K

Qricinator: -
riginater Select the Web Profile

Branch: - combo box

Text Captions

The MITAS Internet Property Management Login page appears

Select the Web Profile combo box
Notes
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Slide 10 - Slide 10
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack M > |£| |EL| :‘J /..-\JSEarch ‘E:'I_j‘\'..:-’Favurites @3 <] - "_‘:i-' ] - _‘ ﬁ 3

Address féj hktp: /e, mikas . commshdaf

There are three types of property manager administrators.
A Property Manager administrator can administer and
view information for all types of property managers
including financial and compliance . A Property Manager -
Financials administrator can administer and view
information only for financials. A Property Manager -
Compliance administrator can administer and wview Meb Profile
information orly for compliance. Your company of agency | v
may have determined to use all three types of property or
managers or only the property manager - financials and
property manager - compliance.

nent Site

Please log in:

8 Lender - Inquiry Only
Issuer
Is=uer - Inquiry Only
------- Broker
Select the appropriate Property
Manager item (Property Manag
Froperty Manager - Financials,
Froperty Manager -Compliance
: -

Branch:

e Servicer - InguirkJnky
Froperty hMakabfght Box
Administrator %

Text Captions

Select the appropriate Property Manager item (Property Manager, Property Manager - Financials, or
Property Manager -Compliance)

There are three types of property manager administrators. A Property Manager administrator can
administer and view information for all types of property managers including financial and compliance.
A Property Manager - Financials administrator can administer and view information only for financials.
A Property Manager - Compliance administrator can administer and view information only for
compliance. Your company or agency may have determined to use all three types of property
managers or only the property manager - financials and property manager - compliance.

Notes
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Slide 11 - Slide 11
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack < \_/l |ﬂ @ h /.__\J Seatch ‘*Sj‘\'{’Favurites @3 4] - L:.; ,/'_J'-I M _J ﬁ :’i

Address féj hktp: /e, mikas . commshdaf

Welcome to the MITAS

MITAS
Nl The Property Manager Number SLUCLSSIEE
i5 the company or agency number.
You cannot administer or view data .
for more than one company or Please log in:
agency at atime. :

elect the Property
CH [\ Manager Number
by, and input the

ord is .
appropriate number

Login |

Text Captions

Select the Property Manager Number box, and input the appropriate number

The Property Manager Number is the company or agency number. You cannot administer or view
data for more than one company or agency at a time.
Notes
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Slide 12 - Slide 12
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack < \_/l |ﬂ @ h /.__\J Seatch ‘*Sj‘\'{’Favurites @3 4] - L:.; ,/'_J'-I M _J ﬁ :’i

Address féj hktp: /e, mikas . commshdaf

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

Selectthe
Passwe Username box, and
]T |_ input your agency's
established
administrator
username

Text Captions

Select the Username box, and input your agency's established administrator username
Notes
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Slide 13 - Slide 13
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack < \_/l |ﬂ @ h /.__\J Seatch ‘*Sj‘\'{’Favurites @3 4] - L:.; ,/'_J'-I M _J ﬁ :’i

Address féj hktp: /e, mikas . commshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:

il Froperty Manager b

Highlight Box

Fassword is case clilsita e

. Selectthe
Login |— Password box, and
INpUt your agency's
established
administrator

Text Captions

Select the Password box, and input your agency's established administrator password. Passwords
are case sensitive.
Notes
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Slide 14 - Slide 14
2} MSHDA Internet Property Management Login - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBatk A \_/I |ﬂ @ _h f_\J Search \Hg:’.\_{Favurites e;l <] * LH__L IJ_)-I - _J ﬁ :’i

Address féj hktp: /e, mikas . commshdaf

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

Iz Froperty Manager w
Froperty Manager Mumber:
Usernarmes: [EREssy

Click the Login button

Text Captions

Click the Login button

Notes
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Slide 16 - Slide 16

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back @ '\._..:'I @ @ i;j pSaarch *Favurites @ E::-:Z' ; |-'5’_;| M |_J ﬁ 3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

= User Account Maintemnance
MITAS N I

Select the User Account Maintenance menu option

The User Account Maintenance page appears
Main Menu

System Help

Screen Help

Logoff

Text Captions

The User Account Maintenance page appears

Select the User Account Maintenance menu option
Notes
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Slide 18 - Slide 18

2 User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBatk A \_/I |ﬂ @ _h f_\J Search ME::(’ Favarites e;l <] * L:;_ _J ﬁ :’i

Address féj hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance

i The User Account Maintenance page appears

MeEw Lser

User Account Maintenance Click on the Back hutton to return to the main mena |, or Click on a USER to modify the o

The Web Profile Web Profile Username Las
column is anly Property Manager MITAS oz
displayed whenyou ¥ Property Manager MITAS1 02/
are |OQQB'CI13'” 258 | property Manager MITAS2 02/
corporate Froperty § property Managefy Eian MITAS o1/
Manager gy Ll _
adrministrator fweb | ProPerty Man B Efifhn TEST1 00/
profile of Property Property Manager - Compl MITAS o1/
Manager when you Property Manager - Compl MITASZ 00
lag inj. Property Manager - Compl TEST2 02/

Text Captions

The User Account Maintenance page appears

The Web Profile column is only displayed when you are logged in as a corporate Property Manager
administrator (web profile of Property Manager when you log in).
Notes
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Slide 19 - Slide 19

»

eBack - \‘_/l E @ \_h pSEarch {E’ Favorites @ E;:{v :ﬁ_ J ﬁ .'3 Links
Address | @] hitps: v, mitas, com{mshda/wh002, chix b a0
s

User Account Maintenance £
0P B 108 Fun: 020920051 1:04)

MITAS

ew Lser

Screens

T Click on the Back button to return to the main menu |, or Click on a USER to madify the user data.

Username Last Activity Logins
MITAS 02/09/2005 &
TEST1 00/00/0000 0

Options

[fyou are logged in as a Property IE‘ﬂCk] [ Submit ]
Manager - Financials or Property =
Main Menu Manager - Compliance
System Help administrator, the Web Profile
Screen Help column is not displayed on the User
Logoff Account Maintenance screen.

[

Text Captions

If you are logged in as a Property Manager - Financials or Property Manager - Compliance
administrator, the Web Profile column is not displayed on the User Account Maintenance screen.
Notes
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Slide 20 - Slide 20

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back @ \._.;I @ @ \hh pSaarch ‘*El?Favurites @ [2:{7 ; |_.J ﬁ ‘3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance

O/F w102
MITAS
[Hefighlitits B
o
Enee Click the New User button to add a new user to the MITAS
T = S— Internet Property Management site Click on & USER to modify the u
Options Web Profile Username Las
— Froperty Manager MITAS 02
— Property Manager MITAS1 02/
St Property Manager MITAS2 02/
Property Manager - Finan MITAS o1/
Main Menu FProperty Manager - Finan TEST1 oo.a.
System Help Property Manager - Compl MITAS 01;.
Screen Help Property Manager - Compl MITAS2 00/
Property Manager - Compl TESTZ2 02/

Logoff

Text Captions

Click the New User button to add a new user to the MITAS Internet Property Management site
Notes
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Slide 22 - Slide 22

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back v \_/1 |ﬂ @ h /':\J Search ‘E'j:(’ Favirites @ [j_\:' n:;._ _J ﬁ :’&

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance

The User Account Maintenance page appears

Submit

1 User Account Maintenance page when
Ll yoU are logged in as a corporate Property
MWanager administrator (web profile of Last Activity Date:
Option Property Manager when you log in).

The Web Profile is only an option on the Password: -

Web Profile:| Property Manager

Username: |

' Select the Web Profile

Pl

Retype Password:

Last Activity Time:
Passworid Effective Date:

Humber of Logins:

!

Menu Sequence:

:;Z:E:;P Active User:

Screen Help Mailing Address

Logoff Hame: | |
Company: | |

Text Captions

Select the Web Profile box
The User Account Maintenance page appears

The Web Profile is only an option on the User Account Maintenance page when you are logged in as
a corporate Property Manager administrator (web profile of Property Manager when you log in).
Notes
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Slide 23 - Slide 23

2 User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back - \_/I |ﬂ @ h /-__\J Search E:’:{Favﬂrites Q‘E < - :,.; 1 _J ﬁ :’i

I X
Address féj http: ] fremen, it as, cornmshdafwb002,ch select the dppropr _ate PI"DFI'EITY
Manager item for this new user or

UserAccount!  oministrator (Property Manager,
OV WE108 Property Manager - Financials, or
MITAS Froperty Manager - Compllanc)

Webh Profile:TFr

Usernan]e: ............ ez SR
Property Manager * Financials

Password: |Property Manager - Compliance

A e, Ifyou are logaed in as a corporate Property Manager administrator, you can add
a Property Manager, Property Manager - Financials, or Property Manager -
Compliance user or administrator.

Ifyou are logged in as a Property Manager - Financials administrator, the web
profile is defaulted to Property Manager - Financials user or administrator (the
Web Profile fisld is not displayed).

b =i If vou are logged in a5 a Property Manager - Compliance administrator, the web
System Help profile is defaulted to Property Manager - Compliance user or administrator (the

Screen Help Web Profile field is not displayed).
Logoff L

Company: | |

Text Captions

Select the appropriate Property Manager item for this new user or administrator (Property Manager,
Property Manager - Financials, or Property Manager - Compliance)

If you are logged in as a corporate Property Manager administrator, you can add a Property Manager,
Property Manager - Financials, or Property Manager - Compliance user or administrator.

If you are logged in as a Property Manager - Financials administrator, the web profile is defaulted to
Property Manager - Financials user or administrator (the Web Profile field is not displayed).

If you are logged in as a Property Manager - Compliance administrator, the web profile is defaulted to
Property Manager - Compliance user or administrator (the Web Profile field is not displayed).
Notes
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Slide 24 - Slide 24

File Edit ‘Wiew Favorites Tools  Help

@Back - -\_;,l @ @ \»::j J;_q?:'Searth *Favurites @ Egz' J__; . |_J ﬁ 3

‘A User Account Maintenance - Microsoft Internet Explorer

O/F B 102

MITAS

Screens
User Account Maintenance

Options
Back

Submit

Main Menu
System Help

Screen Help
Logoff

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance

Wel Profile: | Property Manager b |

Username: | Highl@'ﬁEdBT:ux |
Password: .Jn\ |

Select the Username Do,
Retype Passwordi| and input a unigue username

Last Activity Date: | [0,00,00] [0 identify this new user

Last Activity Time:
Password Effective Date:
Humber of Logins: I:I
Menu Sequence: D

Active User:

Mailing Address

Hame: | |

Company: | |

Text Captions

Select the Username box, and input a unique username to identify this new user

Notes
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Slide 25 - Slide 25

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back - -\_;,l @ @ \»::j J;_q?:'Searth *Favurites @ Egz' J__; . |_J ﬁ 3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance

O/F B 0S
| AC
MITAS Web Profile:| Property Manager v
Username: || - |
Passwortl:l Higl:l]ight B |
Screens ™
User Account Maintenance G s L I—'J N l
Last Activity Date: | [10,00,000] Select the Password
Options . ——— box,andinputthe
co Last Activity Tines | (1000000 new Lser's DEISSWOI’d

S t—--t Password Effective Date: DE,I'II:I4|I'IEDD
o b=
Humber of Lﬂlull]s. I:I

Menu Sequence: D

Main Menu

System Help Active User:

Screen Help Mailing Address

Logoff Ilame:| |

Company: |
Text Captions
Select the Password box, and input the new user's password

Notes
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Slide 26 - Slide 26

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back - -\_;,l @ @ \»::j J;_q?:'Searth *Favurites @ Egz' J__; . |_J ﬁ 3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance
O/P WB10S

MITAS

Wel Proﬁle:| Froperty Manager ¥
Username: | DouUGs |

Password: || /‘ ‘
Screens !

User Account Maintenance

Retype Passwortl:l '['Highlight B |

Last Activity Date: DD;DD,’DDDﬂ_—l \

Options o Selectthe Retype
Back Last Aetivity Time: | (100000 Password box and

T Password Effective Date: |17/0:4,200 INput the new User's
Slomil .
o password again for
Humber of Logins: D corfirmation
Menu Sequence: D

Active User:

Mailing Address

Main Menu
System Help

Screen Help
Logoff Ilame:| |

Company: | |

Text Captions

Select the Retype Password box, and input the new user's password again for confirmation
Notes
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Slide 27 - Slide 27

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

ek ~ () D @ ;j ") search WFavnrltes & DB i H L 3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance
O/P WB10S

MITAS

Web Profile:| Property Manager v
Username: | CoUGs |

Password: |||||| ‘

Screens
User Account Maintenance

Retype Password: || = ‘

Last Activity Dates | 10,/0/1/0000
Last Activity Time: EI'EIEI'[ID

Options

Back

= : Password Effective Date: |17}
Submit m
Humber of Logins: |EI |

Menu Sequence:

Main Menu Active User: 7] Select the Number

System Help Mailing Adc of Logins box, and

Screen Help input 0

Luguﬁ Hame:

Cumnalw:l |
Text Captions
Select the Number of Logins box, and input 0

Notes
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Slide 28 - Slide 28
‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back S \,_,)I @ @ \hh pSEarch ‘*El?Favurites @ [::;:{* :ﬁ J ﬁ 3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance
O/P WB10S

MITAS

Web Profile:| Property Manager v
.. | - ]
Menu Sequence 0 is used for regular users inputting data. Menu
Sequence 1 is used for adminstrators and should not be assigned to
regular users. Administrators are the only users that can maintain user
accounts and establish new users.
LAast ACTIVITY Lratc:

Options
ack Selectthe Menu Sequence box,

S and input the appropriate menu
Submit sequence for this new User :I

. :|

Menu Sequence:|[ |

Screens
User Account Maintenance

Active User: |v
System Help

Mailing Address

Screen Help
Logoff Ilame:| |

Company: | |

Text Captions

Select the Menu Sequence box, and input the appropriate menu sequence for this new user

Menu Sequence 0 is used for regular users inputting data. Menu Sequence 1 is used for
adminstrators and should not be assigned to regular users. Administrators are the only users that can
maintain user accounts and establish new users.

Notes
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Slide 29 - Slide 29

‘A User Account Maintenance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back @ \._.;I @ @ \hh pSaarch ‘*El?Favurites @ [2:{7 ; |_.J ﬁ ‘3

Address @ hktp: ] P, mitas . comjmshdafwb00Z, chix

User Account Maintenance
O/P WB10S

MITAS

Wel Proﬁle:| Froperty Manager ¥
Username: | DouUGs |

Password: |||||| ‘

Screens
User Account Maintenance

Retype Password: | (1111 ‘

Options
Select the Active User check box and wverify the boxis checkeln:l

l_ to activate this new user, or uncheck the box if this user is not

active yet. If the boxis not checked, the user will not be able to :I
access the MITAS Internet Property Management system.

Menu ::equem:

Main Menu
System Help

Active User:

Mailing Adbress

Screen Help
Logoff Ilame:| |

Company: | |

Text Captions

Select the Active User check box and verify the box is checked to activate this new user, or uncheck
the box if this user is not active yet. If the box is not checked, the user will not be able to access the
MITAS Internet Property Management system.
Notes
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Slide 30 - Slide 30

wunt Maintenance

Subrmit

Retype Passworid: |||||| |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Hame: Highlight Box |
Cum|:-an:,,-':| .Jn\- |
Selectthe Mame Doy,
Address 1: and input the user's
Address 2: narme
1
city:| | |

states| AL V]

z:|00000, | - 0000 |

phone t: ( (000 \ |, [000 | [0000 | ec [0000 |
Phone 2: ( |000 \|‘: 000 | (0000 | e (0000 |
Fac: (000 |, [oo0 | oooo |
E-Mail: |

Text Captions

Select the Name box, and input the user's name

Notes
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Slide 31 - Slide 31

wunt Maintenance

Subrmit

Retype Passworid: | [ 1111}

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000
02042005

Passwori Effective Date:

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Hame: ||

Company: | _[ Highlight: Box |
Address 1: ,_i\\ I
Selectthe Company box,
s DL and input the company
City: name for which the user
Sta‘te: . wiorks, if applicable
;00000 | (000D |
Phone : ( (000 |, (000 | [0000 | e 000D |
Phone2: (000 |, (000 | [0000 | e 000D |
Fac: (000 |, [oo0 | oooo |
E-Mail: | |

Text Captions

Select the Company box, and input the company name for which the user works, if applicable

Notes
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Slide 32 - Slide 32

wnt Maintenance Retype Passworid: | [ 1111} |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Subrmit

Humber of Logins:

il

Menu Sequence:
Active User:
Mailing Address

Name: DOUG SALES

|
Cumpan}-’:“ |
Address 1:| T Highlight Box |
Address 2: .Jn\ |
) Selectthe Address 1
c:| box, and input the
State: user's address
;00000 | (000D |
Phone : ( (000 |, (000 | [0000 | e 000D |
Phone2: (000 |, (000 | [0000 | e 000D |
Fac: (000 |, [oo0 | oooo |
E-Mail: |
Text Captions
Select the Address 1 box, and input the user's address
Notes
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Slide 33 - Slide 33

wunt Maintenance

Subrmit

Retype Passworid: |||||| |

Last Activity Date: | [1[J,/00,0000
Last Activity Time:z | [ [0-00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Name: DOUG SALES
Company: | bAITAS MANOR,

Address 1: || ) |

Address 2:| 1 Highlight Box
City: i .
Selectthe Address 2
state: | AL_|v] box, and input

ZIP: | 00000 ; @
[ additional address
]

appropriate

[}

Phone 1: |

) information
Phone 2 ( (000 |, (000 T U000 T & (0NN
Fac: (000 |, [oo0 | oooo |
E-Mail: |

Text Captions

Select the Address 2 box, and input appropriate additional address information

Notes
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Slide 34 - Slide 34

wnt Maintenance Retype Passworid: | [ 1111} |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Subrmit

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Name: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: || r

City: | T  Highlight Box |

s selectthe City box,

and input the user's

Phone 1: | ity _

Phone2 ( (000 |, (000 | (0000 | e 000D |
Fac: (000 |, (000 | (0000 |
E-Mail: |
Text Captions
Select the City box, and input the user's city
Notes
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wnt Maintenance Retype Passworid: | [ 1111} |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Subrmit

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Name: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: | |
State: n!k
ZIP: @Dﬂj N

1

|F|I'|I'|I'| |

Select the State box ]I
Phone 1: |EI_ — — ot naoo
Phone2 ( (000 |, (000 | (0000 | e 000D |
Fac: (000 |, [oo0 | oooo |
E-I'u'lail:|
Text Captions
Select the State box

Notes
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Retype Passworid: FL
GA,

]
Last Activity Date: (H]| E

0

5 |

|

wunt Maintenance

0O
Last Activity Time: IL

. Passwori Effective Date: IMN

Submit I
Humber of Logins: |K.S
K

Menu Sequence: LA,

Active User: bt
kD
ME
Hame: ||| RALES

Mailing

bl
k0

Address 1: |M3 CEINMEY BLYD
bAT

Address 2: |MNC

mHD

=

Company:

State: | AL

Click the scroll bar to
ZIP: [000g - ) .
view the walid entries

Phone 1: | ||:|_u [ (oo ouo Ext: (0000

Phone2 ( (000 |, (000 | (0000 | e 000D |
Fac: (000 |, (000 | (0000 |
E-Mail: |
Text Captions
Click the scroll bar to view the valid entries
Notes
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wunt Maintenance

Subrmit

Rl

Retype Passworid: MO
Last Activity Date: | (45 ]
Last Activity Time: Hg 00
. LMD
Password Effective Date: 113
nD Mos_|
Humber of Logins: |[NH :I
M
Menu Sequence: Mk
Active User: M
Mailing g:‘
Hame: | RALES |
Company: SE _ MANOR |
Address 1: gl: CEINMEY BLYD |
Address 2: |50 |
™
City: HE™
State: bl
Selectthe
appropriate state
Phone 1: item 1] | Ext: ||:||:||:||:| |
Phone2: (000 |, (000 | [0000 | e 000D |
Fac: (000 |, [oo0 | oooo |
E-Mail: |

Text Captions

Notes

Select the appropriate state item
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wunt Maintenance

Subrmit

Retype Passworid: |||||| |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Name: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: MCKINNEY |
State:

ze:|joooo |- o000 |

Phone 1: lnon | lnnon Ext: |0000
Select the Zip box,
P Ext: |0000

and input the
Fax: | || @ppropriate zip code

Phone 2: |

E-Mail: |

Text Captions

Select the Zip box, and input the appropriate zip code

Notes
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wunt Maintenance

Subrmit

Retype Passworid: |||||| |

Last Activity Date: | [1[J,/00,0000
Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Humber of Logins:

il

Menu Sequence:

Active User:

Mailing Address

Name: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

City: MCKINNEY |
State: | T

zip: | 0pasE—t>—0000 |

Phone 1: | -

Phone 2: | -

loonon | o . [nagq

Select the Add-on
Zip box, and input the E
approprate add-on

Zip code

E-Mail:

Text Captions

Select the Add-on Zip box, and input the approprate add-on zip code

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: |M|TAS kAAMOR
Address 1: | 1450 MCKINNEY BLYD

A |

selectthe Phone 1 Area
Code box, and inputthe  [NEY
user's primary phone  }

number's area code
Phone 1: ( [B8@——{000 | (0000 | g (000D |

|
Phone2: (000 |, (000 | [0000 | e 000D |
|

Fac: (000 |, [oo0 | oooo |
E-Mail: |

Text Captions

Select the Phone 1 Area Code box, and input the user's primary phone number's area code
Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Name:|DOUG SALES |
Company: | bAITAS MANOR, |

Address 1: 1450 MCKINNEY BLYD |
P Pl

Selectthe Phone 1 ;

Exchange box, and input the
user's primary phone

number's exchange
v |_Nm_|
Phone 1: ( [p8—F3~foo0 | 0000 | e (000D |
Phone2 ( (000 |, (000 | (0000 | g 000D |
Fac: (000 |, [oo0 | oooo |
E-Mail: |

Text Captions

Select the Phone 1 Exchange box, and input the user's primary phone number's exchange

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Name:|DOUG SALES |
Company: |M|TAS kAAMOR |
Address 1: 1450 MCKINNEY BLYD |

A clele oo “Ha |

Select the Phone 1 Number
box, and input the user's primary
phone number's number

Lllllr-\JLll'I | - |U|-||-||-| | \
Phone 1: (972 | [pes—t=0000 | (0000 |
Phone2: (000 |, (000 | [0000 | e 000D |
Fac: (000 |, [oo0 | oooo |

E-Mail: |

Text Captions

Select the Phone 1 Number box, and input the user's primary phone number's number

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Name:|DOUG SALES |
Company: | bAITAS MANOR, |
|

]

Address 1: | 1450 MCKINNEY BLYD

Address 2: i

City: | WCK]

Selectthe Phone 1 Ext box
and input the user's primary
state:| T« | phone number's extension

;

ZIP: | 7507 ToTTT—
Phonet: ( (972 | |542 || ~11000
Phone2 (000 |, (000 | [0000 | g |ODOO
Fac (000 |, |oo0 | |oooo |
E-Mail: | |

Text Captions

Select the Phone 1 Ext box and input the user's primary phone number's extension

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: |MCKINNEY |
Selectthe Phone 2 Area Code box, ﬂ

and input the user's secondary 57 | [pooo

phone number's area code
PIiGNE T8 7e _ —1ann |
phone2 ( [fio0 |, (000 | [0000 | e 000D |

Fac: (000 |, [oo0 | oooo |

E-Mail: |

Text Captions

Select the Phone 2 Area Code box, and input the user's secondary phone number's area code
Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: |MCKINNEY |

Selectthe Phone 2 Exchange
box, and input the user's secondary E
phone number's exchange

Fhone T: | 1970 r\[ﬂ*2_| . |1DUD | Ext: |22[| |
Phone 2 | |pR—=-000 | (0000 | e DODO |

Fac: (000 |, [oo0 | oooo |

E-Mail: | |

Text Captions

Select the Phone 2 Exchange box, and input the user's secondary phone number's exchange
Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: |MCKINNEY |

Select the Phone 2 Number box,
and input the user's secondary
phone number's number

Phone T ( (972 1) (592 [ N0 | e 220 |
Phone 2 (000 |, |pBe—=H000 | eq. DODO |
Fac: (000 |, [oo0 | oooo |
E-Mail: | |

Text Captions

Select the Phone 2 Number box, and input the user's secondary phone number's number

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

city: |MCKINNEY |

state; =olect the Phone 2 Ext box, and

zip4 INPUt the user's secondary phone
number's extension

Phone 1:7 972 [ 7[B4Z [ [T000 [ F2l
Phone2 (000 |, 000 | |pose—ret=tpo00 |
Fac (000 |, 000 | [oooo |
E-Mail: | |

Text Captions

Select the Phone 2 Ext box, and input the user's secondary phone number's extension

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

Citue |Mr“l(l‘r|\jNE\( |
Selectthe Fax Area

Code box, and input

the user's facsimile _|ooon

phone number's area

“ode 542 | |1o00 | g 220 |
Phone Z: | naoo |
Fax: |
E-Mail: | |

Text Captions

Select the Fax Area Code box, and input the user's facsimile phone number's area code

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |

Citue  BATK INIRIE
Selectthe Fax
Exchange box, and
input the user's

facsimile phone 000 | [220 |
number's exchange . ’
Phone i ( (000 | . ~|pooo | g (000D |

Fax: | [p—-fooo | [oooo |

E-Mail: |

Text Captions

Select the Fax Exchange box, and input the user's facsimile phone number's exchange

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Time: |- 00:00:00
Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: |M|TAS kAAMOR
Address 1: | 1450 MCKINNEY BLYD

Address 2: |

City: [pATEIMEIES |
Selectthe Fax
Number box, and
ZIP: input the user's
facsimile phone
number's number
Phonez: ( (000 [, (000 |- 0

Fac: (972 | [peg—t=Do00 |

State:

Phone 1:

Ext: |0000

E-Mail: |

Text Captions

Select the Fax Number box, and input the user's facsimile phone number's number

Notes
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Last Activity Dates | [1[J,/00,/0000

Last Activity Timesz | 00000000

Password Effective Date: |[17,/04/2005

Humber of Logins:

i

Menu Sequence:

Active User:

Mailing Address

Hame: DOUG SALES
Company: | bAITAS MANOR,

Address 1: | 1450 MCKINNEY BLYD

Address 2: |
city: |MCKINNEY |
State:
z: (75071 | |oooo |
Phone 1: |9?2 | }- |542 | - |'||:||:||:| Select the E-mail
b, and input the
Phone2: (|000 | )- 000 |- (0000 | \ceric’ e mil address
Fax: | EMH—H-E—'T}FDDD “|'|/
E-mait:| | Highlight Bax

Text Captions

Select the E-mail box, and input the user's e-mail address

Notes
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T Cast Activiky et [0 010 O 00

TACK

EUL‘T Password Effective Date:

Humber of Logins: D
Menu Sequence: D

Active User:

Mailing Address

Name: DOLIG SALES
Company: | MITAS MAROR,

Address 1z 1450 MCKINNEY BLYD

Address 2: |

City: |MCKINNE'Y |

State:

zp:| 75071 | 0000 |
Phone: ( (972 | ) (542 | [1000 | g 0220 |
Phone2 (000 |, (000 | [0000 | e (0000 | 1
Fa (000 |, [o00 | Click the Submit button
to add the new user to the
E-Mail: | dougsales@rmckrmar Syster
([EK S
|
Text Captions
Click the Submit button to add the new user to the system
Notes
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. Click an the Back buttan to return to the main menu |, ar Click an a USER to madify the user data.
‘count Maimtenance

Web Profile Username L ast Activit]

Property Manager D OW G Ratt Biox 00/00/000
== Property Manager MITAS 02/08/2005
Sl Property Manager MITAST 02/08/2005
FProperty Manager MITASZ 02/02/2005
Property Manager - Finan MITAS 02/08/2008
Property Manager - Finan TESTI 00/00/000C
Property Manadaer - Cambl MITAS 02/08/20085
Property Man [he User Account Maintenance page appears. 00/00/0004
Property Man 10U canverify that the new user has been added 02/02/2008

to the system by seeing hisfher username and
information listed on this pe:g_e:_._” - q

MITAS

Text Captions

The User Account Maintenance page appears. You can verify that the new user has been added to
the system by seeing his/her username and information listed on this page.
Notes
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@Back - \‘_J @ @ »_;j pSearch {rfFavorites @ Di:gv :ﬁ" _J ﬁ ﬁ Links

»

&ddress @ hktps: v, mitas, comymshdafwb00Z, chix v| Go

User Account Maintenance
0/F WE 108 Run: 02/00/2006012:00)
MITAS
e LIser
Screens ) ) ) )
User Account Maintenance Click on the Back button to return to the main menu , or Click on a LISER to modify the user data.
Options Web Profile Username Last Activity Logins
Property Manager DouUGs 02/08/2005 2
Property Manager MITAS 02/09/2005 55
Property Manager MITAS1 02/09/2005 g
Property Manager MITASZ 02/02/2005 0
Pranarty Manad - Tal=1a i1 A . 02/09,/2005 &
Wyhien you havLe corpfpéett?d eJl[dcllmg nsfv;:husersf you can click the 00,/00/0000 0
ogoff button to loggoff the system. s :
Property Manager - Compl MITAS2 00/00/0000 0
Property Manager - Compl TEST2 02/02/2005 2
!
| Back | | Submit |

EY

| £

Text Captions

When you have completed adding new users, you can click the Logoff button to loggoff the system.

Notes
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— F >
@ Back - </ |_L| d ) search ‘»» r’ Favorites {4 - .; J ﬁ fi Links
&ddress El htkps: fvmane, mitas, comfmshdawb00z, che . G0

You are now logged off the Internet PropertyFroject Administration system.

The Log Off page appears

Login screen

End of simulation

Text Captions

The Log Off page appears

End of simulation
Notes
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Slide 59 - End
Congratulations!
You have completed Adding a New User to MITAS
Property Management
Text Captions
Congratulations!
You have completed Adding a New User to MITAS Property Management
Notes
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