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About LeaseMan

LeaseMan is designed for those who manage portfolios of properties and need the added support of an
automated record tracking system, although it is possible to track many other aspects of a property
(including financials, contacts, and user-defined data, among others). This program concentrates on the
most volatile data associated with real estate data - Critical Dates. LeaseMan is built "on top of' a
relational database, which gives the user maximum flexibility while maintaining the structure required in
program applications. LeaseMan also has the ability to track owned properties.

If getting a quick start is important to you, determine which information is most critical to track (i.e. critical
dates) and start there. As transactions occur, the information for each record will accumulate, and you will
get a more complete picture of each lease.

The system has been designed to allow for orderly and systematic input. this allows the user to be able
to enter in all financials at a given time is the user decides to do so.

About this Documentation:

As in most Windows applications, there is more than one method that can be used to accomplish the
same goal. This real estate documentation is written to show you the most efficient method.

Using System Dates

Users should ensure that their system clock is properly set and operating correctly. LeaseMan is
designed to depend upon the system clock and prepares reports based on the system date. To verify
your system time settings are correct, follow these steps:

1. Click the Start button in Windows
2. Select Settings > Control Panel.
3. Double-click the Date/Time icon.
4. Verify date and time settings.

LeaseMan software is a Year 2000 compliant product. The following criteria were used to meet Year 2000
compliance (in accordance with Microsoft Corp. recommendations) which can be found at Microsoft's
Web site.

e LeaseMan stores and calculate dates with a 4-digit format throughout its operational range.

e LeaseMan will recognize year 2000 as a leap year and will execute leap year calculations correctly.
e LeaseMan does not use special values for dates within their operational range of data.

e LeaseMan will function into the 21 century through the end of year 2035.

To avoid confusion and ambiguity LeaseMan forces users to enter a 4-digit year for all dates. If a client
wants to populate LeaseMan's database with existing non-Year 2000 compliant systems data, PlanData
Systems can create data transfer utilities to facilitate proper data conversions.

All dates in the system are displayed and printed in 4-digit year format. The only exception is ad-hoc
reports, which are fully user definable, including date formatting.
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Transferring Existing Data

Some organizations already have computerized data (on spreadsheets, relational databases or larger
systems) and may be interested in having that information transferred to PlanData's LeaseMan software.
The advantages of doing this are that you will avoid making any input mistakes since accuracy is critical.
To explore the possibility of transferring existing data into LeaseMan, contact PlanData at 1- 800-757-
BLDG.

Licensing

When you buy a copy of LeaseMan from PlanData Systems, you are issued a license ID and a serial
number. Every time LeaseMan is opened the License ID and Serial number are checked. If they are not
valid, the program will open in demonstration mode only. Grant of this license and all accompanying
documentation (written or otherwise) is granted to the user only and permits that it be in use on one
computer at a time.

Installation

System Requirements:

- Windows 2000 (with proper permissions), Windows XP
- Pentium IV Processor

- 512 MB RAM (1 GB recommended) (In general, the more power and RAM your computer has, the better
the program's performance will be).

- 200 MB Free Disk Space (excludes the space required for .Net Framework 2.0).
- Graphics card supporting a minimum resolution of 800 x 600. (1024 x 768 recommended).
- MS Office 2000, with MS Excel, MS Outlook or higher.

To install LeaseMan on your computer, follow these instructions:

1. Place the PlanData CD in your CD-ROM drive. Select "Install LeaseMan."
2. Follow the prompts of the Installation program.
3. To view & print documentation simply click on LeaseMan Documentation at the main

install screen.

4, You may be asked to reboot the computer before installation can be completed.
5. Double-click the LeaseMan icon located on your desktop to run LeaseMan in the future.
Note: If you are running 640 x 480 resolution on your computer, the taskbar must be set to auto-hide.

To do this go to Settings > Taskbar & Start Menu in Windows.

Pentium @ logo are trademarks, or registered trademarks of Intel Corporation in the United States and/or other
countries.
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Logging on to LeaseMan

Data entered to the LeaseMan program is content sensitive, therefore users must enter a user-name and
password. Your system administrator will setup your LeaseMan user id and password and define which
function(s) users may access.

To logon, please have your user id available (if you are using the demonstration version of LeaseMan,
your user ID is "DEMQ" and there is no password

Enter your user-name and password in the text boxes available.
Click the Logon command button.

In order to user LeaseMan, you must have a valid serial number as issued by PlanData. Our
demonstration version allows the user to "test" the system. For obvious reasons, we've limited the
number or records in the demonstration version to 25, and installed 23 leases which cannot be deleted.
To modify your serial number and License ID please go to the File > Setup screen.

Updates
For the most up to date information on LeaseMan, Please visit our web site at http://www.PlanData.com

Alerts Screen

The first screen that appears after logging on to LeaseMan is the Alerts Screen:

= Alerts for project C:\Program Files\l easeMan\Samplel\sample.mdb

File Help
/ Alerts r Praject l

CriticalDate Type Message -~

0552172005 Motice @ Leaze 037668 in NEATOMN, MZ has renewwal aption on 552152005
| osiiz00s Matice @ Leaze 037718 in NEATON, MS has renewwal option on 5521 2005
B 0553172005 Expiration Leaze 026258 in PICAYUME, MS expires on 553172005
B 0583172005 Motice @ Leaze 017378 in GREEMWOOD, AR has renevval aption on 253122005
| oBm1/2005 Action % Leaze 001284 in Seattle, WA - base rert incr. to $2 470.3%mo.
B 0B 2005 Effective @ Leaze 021808 in LAMETT, AL hasz renewvwal option on 6172005
B Q01 2005 Effective @ Lease 026228 in PICAYUME, MS has renesal option on 67122005
B QB0 2005 Effective @ Lease 0236518 in HEILDELBERG, M= has renewal option an 64 72005
B 0B 2005 Motice @ Leaze 022938 in MELEQURME, AR hasz reneswal option on 6172005
| oeintiz005 Matice @ Leaze 2584581 in RIPLEY, TH has reneweal option on 6M 2005
B Qe 2005 Fent Stepup Baze Rent for leaze 012958 in COLUMBILA, LA changes to 12 payments a year

1,099 56 each payment
B 0B 2005 Fent Stepup Baze Rent for leaze 021308 in LAYWOMNIA, GA changes to 12 payments a vear
1 ,169.36 each payment
B 0B 472005 Motice @ Leaze 022288 in LUCEDALE, M= has renewal aption on 651472005 3
1879 alerts for today, Thursday, June 09, 2005
Frint Pressigw E it
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The Alerts that appear can be either legally defined lease dates, lease related action items, or reminders.

They are color-coded according to what they refer to, such as an option or a critical date. In this
interface, you have the ability to Add Reminders, Delete Reminders, Snooze an alert, Clear an alert or
send the alert to another user through email. You can also go to the lease that called the alert by slecting
Go to Alert. All these function are possible by right clicking on any alert.

You can print the alerts by clicking on the Print Preview button.

For more information see Alerts, Setting up Alerts, and Adding Reminders.

The Tool Bar

The top bar under the standard Windows drop down menu bar is referred to as the Tool Bar. The tool bar
allows you to move easily while performing certain functions. Depending on the operation that you are
doing, certain tools might be "dithered" (or made inactive) because they are not applicable with that
particular function.

The following icons appear on LeaseMan's tool bar:
The Search tool
"

Search Helps a user to locate desired records depending on what section user work.

The Navigation tools
[ 4 V|

First  Previous  Mexk  Last

These tools help you move through database records based on their order in the database. Click the
Next button to move forward or the Previous button to move back through the database records one
record at a time, while the First and Last buttons jump to first and last record in the database.

Record Tools
The New button

il

Bew  Allows you to enter a property record.

The Edit button
Eij

— Allows you to edit data.
The Delete button

I}

Delete

Click this button to delete a current record.

The Print button
=

Brint Opens a menu of available reports.
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The Reminder button
_ﬁ_

ey

| Flsluel | Opens the Add Reminder Screen

The Hierarchy button
52

Hierarchy
Allows you to view your folders by geographic location.

The Save button
[
222 Allows you to save your work and appears when you are adding or editing.
The Cancel button

x

Cancel

Appears when you are in edit or add mode and allows you to cancel any changes you have
made.
The Return button

[
RELUM - Allows you to move back to the previous page.
The Contacts button

i

tontacts Allows you to view all listed contacts.
The Companies button

B
Lompanies Allows you to view all listed companies.

Finding Records

When the Search button on the toolbar is active, it can be used to locate a record. Click on the Search
button and the Select a Record window with all available records will pop-up. Scroll through the list of
records to select the one you want to view. To display your selection in the Lease Summary window,
double-click on the record, or click the Select Record button located at the button of the window. Press
Escape or just close the form if do not want to select a record. To help you find a record on the grid, click
on a column header to sort records by ascending or descending order.

The Tree View Screen

The Tree View is a navigation tool based on Company Hierarchy. It is designed to allow you to easily
navigate through your property records, along with any documents or contact records that you might have
"attached" to a property record. Using the tabs at the bottom of the tree view, you can navigate through
your property records in one of three ways - by hierarchical organization that you set up, by location, or by
the status of the record.

By default, LeaseMan creates three levels: Level 1 represents the Group, Level 2 represents the Division,
and Level 3 represents the Branch. The names of the levels may be changed according to your existing
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company hierarchy. To change level names, go to File > Setup and select the Company tab.

The hierarchy you setup will affect the way LeaseMan generates a number of reports. Reports can be
generated for each division or for the group as a whole. For example, record administrators for the
Southeast division (level 2) can run reports specifically for their area of responsibility, which might be
Nashville. However, reports can be run to include all of the Southeast as well.

The graphic below shows the Tree View diagram of company hierarchy as seen on the main screen:

F-£3 ABC Corporate Group
&&= Eastern Region

== Middtantic

-3 DC Office
EIE? Ralzigh-Curham
&3 0006 - MidéHantic Distibution Ch
¢ [ GOOo03 -

#-£3 Richmand
#B-27 Mortheast

B-27 Southeast

#B-27 Unazsigned

B2 Western Region

Hierarchy Location Status

See:

Editing the Hierarchy Entries
Modifying Company Structure
Filtering out Records in the Tree View

Tree View Icons

Property leases are represented differently in the tree view. Depending on the lease status, LeaseMan
will use a different icon for easy identification.

Ei Active lease

O Archived lease
B Canceled lease
[ Preliminary lease

Each lease can have an unlimited number of contacts and documents assigned to it. Each contact and
document is represented with its own type of icon:

Assigned contact - You can assign unlimited contacts
to records

rﬂ Attached document - You can attach an unlimited number of documents by Windows - registered
applications on your system. Examples include word processing documents and spreadsheets.
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Lease Summary Menu

The LeaseMan Summary menu is designed as a graphical user interface (GUI) that will enable you to
open property records and specific sections of property data with the click of the mouse. Divided into
three sections that are linked together, you can easily access all your property data.

The "Tree View" directory displays your corporate hierarchy structure as folders and files sorted by either
hierarchy, location, and status. This diagram is designed to allow you to easily navigate through your
property records, along with any documents or contact records that you might have "attached" to a
property record. To select a property, double click on a folder to expand the tree to the next level.

The center screen menu is designed to look like a printed property summary report. To open a specific
piece of data for a selected record, choose the folder and file from the tree view directory, and then click
on your selection on the middle of the screen. Alternatively, you can open any section of the Property
summary by selecting View located on the menu bar.

The upper right corner of the screen displays the active report and the important information of property
identification. It reflects the property that is currently selected on the "Tree View."

The Status Bar, at the bottom of the screen, displays the current date and time, Caps, NumLock, and
Insert. If active they will appear bold, if in-active they will appear dithered. The left-hand side is used for
messages, describing the current program activity. Position the cursor on the Status bar for a display and
description.

The reference tabs, at the bottom, display critical information regarding leases based on data already
entered into the system.
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Branch /Property ID

This basic property record data consists of an identification, the record type (preliminary, active, or
inactive), and its connection to a branch. You can also enter other basic information about the record
such as the location or the size of the space. To edit any information in these fields click on the Edit

button on the toolbar.

The Lease Status field, on the right side of the window, gives you four ways to classify the status of a
lease: Active, Archived, Cancel, and Prelim. Note that by default, records classified other then Active

are not included in reports.

Branch: Either enter a branch code that you wish to associate with this record or select one using the list
box by clicking on the arrow next to the field. Note that the branch information "fills in" the appropriate
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fields.
Building Name, Address, City/State/Zip, Phone: Enter this information in the spaces given.

Contact: Enter the name of the contact for this property record. Another way to connect contacts to a
property is to use the Contacts Table. A line is provided for the Contact's position as well.

Classification: Select from a list of valid classifications. Initially this record is "seeded" with information
you entered when adding new record.

Legal Entity: Enter any description of a legal entity that might be useful as reference information
USF: Enter the usable square footage for the space in this record.

RSF: Enter the rentable square footage for this record. This is a very important element of your property
record since it is used as the denominator in every "RSF" calculation.

RSF Button: Click on this button to enter additional RSFs.
Storage: Enter the square footage of storage space associated with this record (if applicable).

Add / Loss Factor: Based on the RSF and USF of a given floor or building - the program will calculate
this automatically once the USF and RSF have been filled in. It is important to note that LeaseMan allows
you to override the values that you input.

Building RSF: The total rentable square footage for the building can be used to help when allocating
operating expenses, etc. Enter the total rentable square footage for the building (for use in allocating
operating expenses, etc.).

Pro Rata Share: Enter the pro rata share that this property record occupies in the total building. This field
is automatically calculated when you change property RSF and building RSF; however, you can overwrite
the calculated value but the same warning applies here as it did in add/loss factor.

Please note: if you decide to overwrite any of the values for RSF, USF, Loss Factor, or Pro Rata
Share each field will be affected.

Master ID: This field is used to tie a lease to a master lease ID for subleased properties.
Primary Use: Enter the Primary use for this property record (i.e. Sales Office, Warehouse, etc.).

With all of this information filled in, it is easy to keep track of all the basic data pertaining to a record,
especially since you can see it all at once.

Export for Mapping Software: You can export the details of the current property in comma separated
values (.csv) file format. This csv file can be input to a mapping software which can then locate the
property on a map.
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[ LeaseMan - C:\PROGRAM FILES\LEASEMAN\SAMPLE2000.MDB - [Identification]

Help
g 4 > B m &, i S [e
Edit Return

Record (D Branch Building Mame Clazzification Statuz
oooo1A |The Turner Building

Address
Group 12143 Overflow Drive USF RoF
Eastern Region |Su'rte 5100 11,400 13,308
Division Cityr=tatersZip Add Factor, % Loss Factor, %
Southeast Adlarts Ga. [31208 22.00 118.03
Matme County Storage Building R=F
Atlanta | n 750,000
Address Country Fro Rata Share, %
99999 Peachtres SE | J 185
CityiStatesZip Building phone Master ID
Adlanta 770555 5555 |
G 30000 Buiilding fax Primary Uze

770555 5556 SALES OFF
Contact Contact name Legal Entity
T. Turner |
Phone Contact position Security Deposit

¥70.555.5555

Expiort for Mapping Software |

|Fau:i|'rt§.-' Manager
Contact phone

Propottionate Share

|3|:|3.555 5555
Hoald Ower 9%

Laszt Updated
2M 502005 11:58:01 Ak

Landlord/Payee or Payment Information

FLIRA 24542005 11:58 A

Leased properties display on the Property Summary window Landlord/Payee, while owned properties
display Payment Information. To work with this data, make the selection on the Property Summary
menu and select Edit to make any changes.

In general, Landlord/Payee is where you input such information as the Landlord, Management Co., and
Legal Notice for a leased property. This section also allows you to enter which of the three receive
payments for this record by selecting the "Payment To" option below each group.

Owned properties will have their own default fields for data established in the Data Model. To view the
default values, click on the Payment Information section. The pre-determined fields, Mortgage, RE
Taxes, and Legal Notice are set up when you selected the property status "Owned" while adding the

record.

The default fields can be changed while setting up your data model and you can also change them on a
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lease-by-lease basis.

Fecard I
00001A The Turner Building

Landlord:

Adddress
|1 212 York Road

CityrStaterZip
|Lutherville

|w|D |21 093

Contact name

Phone § Fax
|??|:|.555 5555

Mggemt Co

Address

Legal Matice:

Address

|1 23 Main Strest

|EI:IIII Certral Ave

CityrStatesZip CityiStatesZip
|ru1iami |Lake Elzinore
|||_ |33221 |CA |E|325EI

Contact name

Phone § Fax

Contact name

Phone § Fax

|5?4-345-4321

|909-354-54un

|5?4-34|:|-3455

|909-333-54ua

Paymert To F Paymert To {+ Paymert To © {+

Critical Dates

This section is the most important of all since it is where the most crucial information regarding leases
resides - critical dates. These dates are incorporated into the Critical Lease Date report. To enter or
modify Critical / Option Dates, click on the Critical / Option Dates section of the Summary Menu.

Original Occupancy

Enter the original occupancy date for the current property. Enter any comments or descriptions in the
adjacent text box.

Term Commencement

Enter the date that the term commences on the current property. Enter any comments or descriptions in
the text box provided.

Rent Commencement

Enter the date that rent payments commence on the current property. Enter any descriptions or
comments in the text box provided.

Term Expiration
Enter the expiration date for the current record.
Lease Date

If applicable, you can enter in the Lease Date for the current record.
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Possession Date

If applicable, you can enter in the Possession Date for the current record.
Open Date

If applicable, you can enter in the Open Date for the current record.
Execution Date

If applicable, you can enter in the Execution Date for the current record.
Month to Month

Select Month-To-Month field, at the top right corner, if applicable. If a lease is month-to-month, it will
show on the Summary Report.

[v Maonth-to-Month

Record 10: Original Occupancy Term Commencement  Rent Commencemeant  Term Espiration i
001334 10m1Aoe4 v/ | 1ominoes v [ 1omimess v [ osmomoos o || [ Menth-to-month options
{* Project default [ &t the end of
Comments
The Bean at the end of current manth
Building

at the end of calendar year

Lease Date Passession Date Open Date Execution Date

~
~
" at the end of fizcal year

1040119334 A 10/0111994 w 104011994 hd 1040119334 W ~
~
~

at the end of lease vear
Comments

in

&

at specific date
Type Matice Date Effective Date Exercize Date Paragraph Sipulation Cat

’ ||—§p Renewsal | 03042005 093042005 10 years
Effective any date after Tvpe Miate
093002005 |

Term Action Taken

|1 0 years |

Change .
Exercized Date Paragraph Comments
v | |
Options

The following options are handled by LeaseMan - Option to Renew, Option to Expand, and Option to
Cancel Lease. A lease can have any number of these options, and the software gives you a great
flexibility scheduling options over the lifetime of a lease. Therefore, while some options can be "one-time
options, others can be recurring or available to a tenant at any time after a specified date.
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Each option has three dates associated with it - the Notice Date, when a tenant is required to provide

legal notice of their intent to exercise an option; Effective Date, when the option takes effect; and the
Exercise Date, the date that an option will be exercised.

To Add an Option to a Lease:

1. Click on the Critical Dates/Options section on the Property Summary window.

2. Click on the New button, located on the main toolbar. A form will pop up, allowing you to
fill in necessary option information and specify option dates.

3. Select from the drop down list on the left the type of option that will be exercised.
Add New Option 3

el =2 E Effective Date

f+ Cne time on 3232008 0« |

Tpe ™ Morthly on day l_ aof everyl_ marthis)
Cancellation W

Starti |
Penalty A
|5 Percent Ending |

Paragraph Ay day after :l

<

Mote Maotice Date

| " Days prior to effective date l_
Comments (* Months prior to effective date |1_

Wants to cancel
(" Range  Starting
Encling
™ On specific date

Acdd Cancel | Help |

Cancellation

Enter the Effective and Notice Dates, and type in the text box provided the Penalty, Note, and
Paragraph for reference to record document and any comment.

Expansion

Enter the Effective Date, Exercised Date, Square Footage, Note, Paragraph reference to the record
document, and Comment.

Renewal

Enter Effective Date, Exercised Date, Term of Renewal, Note regarding Renewal, Reference to the
paragraph in the record document, Comment, and Action Taken.

4, Click on the Add button.

To delete one of the options, make it active by clicking on it and press the Delete button on the toolbar.
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To edit a specified option, make it active. Click on the Edit button, located on the toolbar, modify the
record, and click the Save button. To cancel your changes, select the Cancel button.

LeaseMan allows you to specify an option as either "one time" or recurring.

Financial Information

You can view financial information about annual rent, services costs, and escalations by clicking on the
Financial Information section of the Property Summary menu.

Data is displayed in a grid for easy use and validity checks are incorporated to ensure consistency. You
can initially input projected data for the record, and over time, enter the actual information, as well as
revise previous estimates. This can be used as a very valuable budgeting tool.

The Financial Information screen that appears is in accordance with whatever record you are working
with at the time. (The record ID appears in the upper left). The table shown is there to easily keep track
of payments made. The "Cost Code" column lists the types of cost categories that you set up in Lookup
Tables, such as Base Rent. The column "Pay LL" lists either a Y or N depending on whether the
payment has been made and the following columns allow you to fill in information regarding to when
payments were made and the types of costs.

LeaseMan gives you the ability to track financial information related to a property in an unlimited time
scale. This means that you can track financial information on long -term leases and even the financial
information on an owned property with no expiration. Because the size of a report must be limited, we
have made it possible for you to choose a start date when running the report. The display will then make
the start date you choose the first column and all applicable years the following columns for up to ten
years. For records greater than ten years, the display is a 10 year window with data in Column 1 located
on the left-hand side of that window.

The Change Column Dates button allows you to make the dates shown whatever you want the grid to
show. It also shows you the date the term commences and the date it expires.

The Payment Details button gives you more information regarding the payments, such as what kind, the
start date, the amount paid, and how frequently the bill is paid.

The Additional payments field allows you to enter information about any additional payments associated
with a property.

See Also:
Adding or Modifying Payment Data

To change the Column dates

Adding or Modifying Payment Data

There is a start date for a payment in any given cost code and these payments will continue for the life of
the lease or property.

If a payment on a cost code changes (i.e. a base rent increase, etc.) you can add an additional line for
that cost code, enter the date this change will take effect, and then enter the new payment or a
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percentage increase (if applicable).

A user with ‘admin’ permissions is allowed to add a cost code on the fly in the corresponding dropdown in
the grid. This means that you need not leave the Payment screen and open the lookup table in order to
add a new cost code.

See Also:

To change the column dates

Changing Column Dates
To display financial data for a different time window, you must change the column dates To
accomplish this task, follow these steps:

Change Column Dates

1. Click the button.

2. The Change Start Date dialogue box will appear. The Term Commences and Term Expires dates
will be given by default and unchangeable.

3. Either enter the Grid Start Date or select a date from the calendar drop-down box. Press OK. The
Property Summary report will print in this same format.

Miscellaneous Data

This is one of the most user-definable areas of LeaseMan. This section can be used as somewhat of a
checklist when records are being negotiated and is useful in comparing leases. You can customize this
information to satisfy your company needs while entering other aspects of a lease into the system. The
names of the files in this section are fully user definable, and data fields can contain any text information
up to 30 characters long.

To accelerate and simplify entering miscellaneous information, LeaseMan provides default models for the
Miscellaneous section of the Property Summary window. You can modify the fields according to your
company needs and specify how the model will appear for leased, subleased, or owned properties. To
modify the Lease Model lookup table, select Administration > Lookup Tables > Data Model after
returning to the main screen. This screen will allow you to select either Lease or Owned or Sub Lease
or allow you to create a new model, and make it easy to modify your data.
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LeaseMan - C:\PROGRAM FILESM_EASEMAMASAMPLE.MDB - [Miscellaneous]

Help
g8 K 4 My B m &, i A, &% f
Edit: Rel
Fecaord I
00001A
L Right to Sukblet: Airport Dist:
The Turner Building P-wviLL Consert |5 & Miles
LL Contribution: Right to &=sign: WiEnneE:
254757 5 P-wviLL Consert Pand
Free Rent: Right of 1=t Refuszal Foof Rights:
|3 Morths |‘r’-w.l'l_L canzert |R-:u:uf Access
Security Deposit: Right to Audit: o DCoupied:
50000 130 darys notice 100
Hald Crwer 96 Felocation Clause: Latitucle:
10% Mo lInter-Tel
Parking Spaces: Restoration Reg'd: Longitude:
|5 Reserved |Yes |On Site
Communications: Tenart to Maintain: Megatistor:
|Satelite Mo M. &lbright
RE Broker: LL to Mairtain: Prior “ear Revenue:
|Cushgirl & Sleepmourtsin Al (363 Millian

Click. on a =ection to go to view and modify the data

Usage

M LIRA 342352005 4

The Usage section allows you to identify how space within your building is allocated. To begin, after
selecting this section of the Property Summary menu, click the Edit button. You must select from the
drop-down list, under "Use," the type of allocation the space is to have, such as Administration or

Manufacturing. Click within other fields to enter the corresponding data.

The Usage for a record can be printed with the Property Summary report.
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Record D

001334 The Bean Building

Space Usage

Uze éﬂ‘g;g P;rfgg.tgt?t Occau?pgants Areai?-acupam Ceiling Hei Comments
Addministration a0z 34
Manufacturing 460 15
Sales 5500 630
P_:*
Comments

The Comments section allows you to enter miscellaneous information related to the record that you feel
is important. To enter information to any of the fields, click the Edit icon, located on the toolbar. Click in

a field and type in the information.

Not only can these fields store user information, but the field names are also user-definable. To modify
field names click on the Edit icon and make your changes to the comment.

You might want the Comments section to print out with the rest of the Property Summary report. To do
this, select File > Setup and choose the Project tab. Place a checkmark next to the statement, "Print

Comment section in reports.”
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[ LeaseMan - C:\PROGRAM FILES\LEAS EMAN\SAMPLEZ2000.MDB - [Commenis]

Help
& K4 P M BE @ &, &0 & Ik
Edit Return
Record |0
001326

Allocation Comments

Will be splitting water bil with adjacent tenant

Insurance Comments

Looking to increase insurance for extended walkway

Cther Comments

LL iz problematic. Try to find & way out of this lease.

ML 2A5/20058 1224 PM

Approvals

This section allows you to keep track of approvals for records. We suggest that if a record's status
changes, the change be entered into the appropriate field along with the date and signature.

To change information in this field:
Click the Edit icon.
Click within a field to modify the information.

Click the Set Dates for Today button to enter the current date. The date fields have drop down menus
that allow you to select a date from a calendar if you want to make the date something other than the
current date:
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E LeaseMan - C:\PROGRAM FILESM_EASEMANMASAMPLE2000.MDB - [Approvals]
File Edit Wiew PBEeports Adminiskration  Help

& K4 M | m &, & & 0k

Search  First  Previous Mexk Last  MNew Edit  Delete  Prink Reminder  Hierarchy  Return
Record T
00001A
—Approvals
Name  [M. MAPLES |B. RUBBLE | |
Title: I I I I
Date | p2s22119a0 v || v v|| v |

Prepared By Lease Admimistrstor
I I et Dates for Today |

Click. on a section to go to view and modify the data CAPS MUK FS 252005 0 11:24 Ak
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It is possible to print Approvals on reports. To do this, go to File > Setup and select the Project tab.
There, place a checkmark next to "Print Approvals section in reports.”

ID Box

The upper right-hand corner of the main screen displays the active property (as selected from the tree
view) along with the important information regarding property identification.

Record ID Q01334
Status Artive
Classification L2ased
Rentable Area b 5652 SF
Expiration 09/30/2005

Branch MewE
Location

The Bean Building
099 Protein Street
Boston, MA

LISA,

Reference Tabs

The purpose of the Reference tabs is to bring key information regarding a lease to the main screen.
Located at the bottom of the screen, there are six tabs, Lease Info, Contacts, Documents, Action
Items Alerts, and Log Notes The information contained in these tabs is read-only, and reflects
whichever lease you are currently looking at as shown on the Record ID. No changes can be made
directly to the tabs - if there are updates made to the information it will show after you have left that lease
and returned again.

The information displayed on the Lease Info tab can be customized to your individual needs by
PlanData. To do this, please contact your PlanData representative at 1-800-757-BLDG.

Lease Info Contacts(0] Document (00 Action temsi1) Alertz(0) Log Mates(0)

LI 342472005 10:23 A

Creating a New Project

LeaseMan projects are Microsoft Access databases which should be thought of as your portfolio of
leases. The database is capable of storing files that hold property records and their supporting data.

Only users with administrative rights can create New Projects.
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To Create a New Project:

New Project §|

Template Databasze
|C:1F'rn:|gram Files\legseManSample2000 madb

Mewy Project Database
|C:'I.F'ru:ugram Files'l easeMan'leaszes mdb

Ok Cancel | Helg |

1. From the menu bar, select File > New Project. A form will popup that will prompt you for

the name of a Template Project, and then the name of the New Project. The structure of your
new database will be created based on the model of a Template Project will include all assigned
tables and fields for all the lookup tables in the template database that can be modified to fit all
your company needs.

2. Select the file name of a Template Project to copy the structure and create a new database.
3. Type or select the path for the New Project.

4. Click on OK to create the project.

To open the New Project:

1. Click File > Open Project from the menu bar.

2. Select your new project name that you just created.

Setup Screens

The Program Setup screen consists of seven tabs:
Company

Project

Reports

Alerts

System

Notes

Month to Month

Default Vendors

To open the program setup form and access these tabs, select File > Setup from the menu.
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Company

This section provides fields for storing company-related information, such as names of hierarchy levels,
number of months in reports, and the fiscal year start month. You can also specify the left and right
heading for all reports generated by LeaseMan. The e-mail address field is useful while sending mails for
technical support. The SMTP field has to be provided in case you are connected to the Internet using a
firewall.

Company l Project Reports System HNotes Month To Month Default Vendors
Company Specific Information

Company name (left report header)
@ PPlanData Systems Corp.
Adminiztration Name (right report header)

Global Company

Mame of the top level in corporate hierarchy

Group

Mame of the middle level in corporate hierarchy

Divizion

Mame of the lowest level in corporate hierarchy

[Branch
Email Address

SMWTP Zerver (This address will be uzed to zend mailz from the system)

Finizh ! Cancel Help

Project

This section allows you to specify project-related information. You can customize two user-defined fields
in the Usage section and set the global report filter.
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Company | Project || Reports | System | Notes | MonthToMonth | Default Vendors

Project Specific Information

Hierarchy tree-view field Space Uszage User Field 1 Name

mﬁ Building Name v [Ceiling Heiott

L%
|

Space Uszage User Field 2 Name

Finizh Cancel Help

Reports

In LeaseMan, most of the data can be viewed by our reports. These reports which are fully customizable,
(Please speak with a PlanData representative for full details) will show specific information about your
properties. Among the most common are the Financial and Summary reports. All reports are listed under
Reports - (Categorized Listing)
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| system | motes | MonthToMonth | Defaultvendors

Company l Project
Reports Specific Information

Report Months 24
®  Fizcal Year Start Month # 4

Global Report Fiter |

[Global report fitter should be 5 valid SGOL selection
formula. e.g. . {Leasel Lease_id} = "00001 A" )

Finizh Cancel Help

Alerts

LeaseMan allows you to setup five kinds of alerts, which will appear on the screen every time you run the
program

1. Expirations - Sets the days prior that expired leases will appear in Alerts.

2. OptionNotice - Sets the days prior that Option Notices will appear in Alerts.

3. OptionEffective - Sets the days prior that Option Effective will appear in Alerts.
4. Actionltem - Sets the days prior that Action Items will appear in Alerts.

5. RentStepUp - Sets the days prior that Rent Step Up's will appear in Alerts.

6. Reminders - Sets the days prior that Reminders will appear in Alerts.
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Drays Prior

Ciays Prior Apply
Type Dray=Prior Cancel

Exspiration 13 Changes are taken into effect
OptionMoticelneT ime 15 after button Apply iz hit
OptionE ffectivelneTime 15
Actionltern 15
RentSteplp 15
¢ | Reminder 15
System

This section is intended for setting directory locations of LeaseMan files and entering license information.
The Serial Number must be obtained from PlanData. It also allows you to specify how the treeview
appears as well as how some items are handled, such as Area Math.

Company ] Project Reports System ] Hotes Meonth To Month Default Vendors

Locations Treeview & Help Settings
Reports Directory [¥ Display inactive corporate ertities
@' |C:I"PHOGHAM FILESLEASEMANRE J Iv Dizplay archived and cancellzd leazes
Security Directory [v Display Contscts and Documents
|C:'LF‘HOGH.&|‘I.I1 FILES\LEASEMARY J V¥ Display record count on tabs

Temporary Directory

[ Dizplay bukble-help
|CAPROGRAM FILES\LEASEMAN,

Iv Display help in status bar
Error Log Directory v

|C:'I.F'HOGH.-'3«M FILEZ\LEAZEMARLD

Prompt before exiting
v iEnable Area Math |

License Sql Statement
i \ _ _ S0 statement for record selection
diyLicense D [Demotversion Select BUILDING Lease_ID
SZerial Mumber Max Leases  Entered LEASE] _Lease_summar_':.f_t':.fpe,
|IIII:IIIIIIIIIIIZIIZIEI |249?’5 |23 BUILDING Clazsification, BUILDING Mame,
BUILDIMNG City, BUILDING State, LEASET P_|
zer T Reports Wiews Modify  Administrate From BUILDING, LEASET Where
|g|3.h.-| |xrr |\rr |\rr |xrr BUILDING Lea=e_D=LEASE! Lesse_|D
Finizh Cancel Help
Notes

This information does not print out on reports. It allows you to record any information regarding the project
that you determine is important.
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Company ] Project l Reports l System Hotes Month To Month Default Vendors
Hotes
Project created on Project created by
1941993 |50
Project notes
Sample Project
Finizh Cancel | Help
Month to Month Setup
Company l Project l Reports System Hotes Month To Month Default Vendors
Month To Month
1r2 Marth-to-Manth options
Stop making payments on
morth-ta-month leases
f* at the end of current month
" &t the end of calendar year
" &t the end of fiscal year
" &t the end of lesse year
" in manths
Finizh Cancel Help
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On a system wide basis, this sets the month to month options. Each individeal lease can override these
settings as well.

At the end of current month: Based on the report start date selected: When you run the LeaseMan
reports, this option will use the Report Date as the last date to be included in Financials. For example, in
an Annual Cash Flow Report, if you run the report for 2/1/2006, the column for 2/1/2006 will be populated
with the latest information from the Financial Section, and the remaining months will not be included. If
the lease is set for At the end of current month, all months after the report month are disregarded.

At the end of calendar year: Based on the Lease Expiration Date: This will make the current lease's
expiration date 12/31 with the year using the lease expiration's year. If a Lease has an expiration of
9/30/2005, and Month to Month has been selected with the option of At the end of calendar year, and
Report Start date was 5/1/2005. LeaseMan will consider the expiration to now be 12/31/2005.

At the end of fiscal year: Based on the value set in File - Setup - Reports tab - Fiscal Year Start Month:
If this option has been selected and the Fiscal Year Start Month has been set to 4(for example), the lease
has an expiration of 9/30/2005, and Report Start date was 5/1/2005. LeaseMan will now consider the
expiration 3/31/2006

At the end of lease year: Based on the Term Commencement: If this option has been selected and the
Term Commencement is 7/1/2000, and the lease expiration was set for 9/30/2005, and Report Start date
was 5/1/2005. LeaseMan will now consider the expiration 6/30/2006.

In: This option allows the user to set how many months after the report start date should the Lease's
Month to Month value be. If you have set the In value to 5 Months, and the report start date is 10/1/2005
and the expiration date is 9/30/2005, you would get values until 2/1/2006, but if you ran the report for
7/1/2005, you report would only go up till 11/1/2005. Note: This will not increase the Month to Month
value to 5 months after expiration. It only allows for 5 months after Report Date.

Default Vendors

LeaseMan allows the you to specify the default vendor for a cost code. This information will be used in
the Financial Details screen and while adding a New Lease.
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Company ] Project Reports System Hotes Month To Month | Default Vendors
Default Vendors
Cost Code Yendar MName
£ | BiE 1= E Real Estate
ﬂi Electric Povver L
Mortgage GE Capital
Operating Exp. Alpha Properties, Inc.
Cither
RE Taxes Real Estate Transactions
Storage
Trust Fee
Finish Cancel Helx

Administrate Lookup Tables

Administration | Help

Custom Reparts I Ej ]m é .
Lackup Tables » Action Ikem Types
Iser Permissions » Draka Model
SoL Properky Stakus
Logged Users Cost Cakegary
@ Compack Database Performance Category
IItilities 3 Conkact Cakegories
% Backup Praject Property Classification
Restore Project Property Usage

Exam ple of main menu bar drop-down list.

Lookup Tables consist of valid choices, usually implemented to help with data integrity. The
Administrator of the LeaseMan program has the right to edit all the Lookup Table fields. You may use the
default values or customize the tables to your company needs. Lookup tables are predefined field titles
where your users enter data for leases.

To access the Lookup Tables, go to Administration > Lookup Tables, located on the menu bar.
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Action Item Types

This table defines the code and the name of each specific action item. Specific values are used to
simplify and speed up data entry on the Actions screen.

To add a record to the list, click the Edit icon, then click in the text box and type in your entry. Click Save
to save your changes.

Contact Category
Allows you to define classifications of contacts tracked in the systems, so it will be easier to locate the
required person (i.e. phones, plumbing, electrical, etc.).

Companies

Located in the View - All Companies dropdown, allows users to view all the companies listed in the
LeaseMan database. It allows the user the ability to search for specific companies as well as use a point
and click approach to get company information. Information is easily modifiable by selecting edit and just
typing in the new information.

The category drop down allows users to categorize the Company into a category. For example, if you
use a specific Plumbing Company, you can categorize the company as Plumbing. These categories can
be modified or added to, under Administration - Lookup Tables - Contact Categories.

- Company Information
AP - Alpha Properties, Inc. e

AT - Acme Telco Company Code Company Mame

FC - Long and Tall Fencing | Majestic Reatty

GC - GE Capital

GRE - GE Real Estate Categary I
LI - Power Up | J |
ME - Majestic Bealty Federal Tax ID

PO - PlanData Systems Carp |11_553255

PT - Power Painters

T# - Texasz Plumbing . ;
ress

WE - WYZ L
o 655 5th Avenue

Address 2

ISuite 2095
Address 3

City State Zip

Mews York M 11032

General Phone General Fax

(21215551212 (212155512173

Cost Category
Under Financial Information, in Payment Details, there are specific costs associated with a lease. These
being Base Rent, Electric, Taxes, etc.. These Costs are called Cost Codes. These cost codes are
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configurable under Administration - Lookup Tables - Cost Categories.

Cost categories lookup takle

Marme SonOrder | Include in cost SF General Ledger Mumber Yendar Include in Lease Commitment Sche

b7 | Base Rert 1
Electric: 2 ]
Maortgaoe 1 ]
Ciperating Exp. 3 OJ
Cther 5 ]

RE Taxes 4 ]
Storage G ] ]
Trust Fee 12 ]

[] [=]

In this table, you can assign a General Ledger Number , a Vendor and if a Cost Categorie should be
included in the Lease Commitment Schedule and Annual GAAP report. If you would like to assign a
Default Vendor to a Cost Category, you would just select the Vendor from the drop down box. This is the
same functionailty as in File - Setup, and going to the Default Vendor tab.

In the past, some users have wanted the ability to select what is to be included in the Lease Commitment
Schedule report. By selecting different Cost categories, you can limit or enhance what is included.
Please note that Base Rent is selected by default, this can be modified by either unselecting Base Rent
or selecting an additional Cost category to be included.

Data Model
This is essentially a code that is applied to a set of user-definable data so that it can be accessed for use
in a number of different property records.
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[™ LeaseMan - C:\PROGRAM FILES\LEASEMAN\SAMPLE.MDB - [Data models]

Help
g 4 N I O - A I I 4 Fes e
Mew  Edit Delete Return
Data Model lookup table
Lease IOWned ] Sub Lease ]

hocel Mame Il=er Field & L=zer Fiel
Lease Right to Sublst: \&irport Di
Clazsification Il=er Field 1 Il=er Field 9 Il=zer Field
|Leased |LL Contribtion: |Rigf'rt to Assign: W
Pay 1 Descrigtion =zer Field 2 =zer Field 10 =zer Field
|Land|-:nrd: |Free Rent: |Rigf'rt of 12t Refuzal lm
Pay 2 Descrigtion =zer Field 3 =zer Field 11 =zer Field
|r-.ﬂgrnt Co |Sec:ur'rt':.f Deposit: |Rigf'rt to Audit: lm
Pay 3 Descrigption U=zer Field 4 =zer Field 12 T =zer Field
|Lega| Motice: |Hn:n|d Ot |Re|n:n::ati-:nn Clause: L lm
Comment Header 1 Il=er Field 5 I=zer Field 13 Il=zer Field
| |F'arking Spaces: |Restn:nratin:nn Red'd: m
Comment Header 2 Il=er Field 6 I1=zer Field 14 Il=zer Field
| |Cn:nmmunin::a‘tin:nns: |Tenant to Mairtain: lm
Comment Header 3 Il=er Field 7 Il=zer Field 15 Il=zer Field
| RE Broker: ILL to Msintsin: Prir *es:

Datatype | J | B-E

ML

LeaseMan allows you to classify the type of a lease. These types are defined in the Data Models lookup.

LeaseMan also the user to modify the datatype for each field. These can be Integer, Text, etc...

Performance Category

This table defines the code and the name of each specific performance item. Specified values will be
used to simplify and speed up data entry on the Performance screen.
Performance lookup takle

Matne General Ledger Mumber | SorOrde
Sales 5263 1
Services 546 2
b | Support 2938 3
Mechanical 039 4

For Data entry, go to View - Performance
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Performance Information

Description StartDate Freguency Amourt
| Sales Q352302005 Monthly 256300

'%s+e|_ v

Sales

Services

Support

tMechanical

Property Classification

Allows you to define classifications of property records (i.e. owned, leased, or subleased).
Property clazsification lookup table

Code
Leased

Owened

p | Sub Lease

Property Status

This is where you can define codes for the status of property records (i.e. Active, Archive, Preliminary,
Cancelled, etc.)

In Administration - LookUp Tables - Property Status

Property status lookup table

Code Mame
ACTIVE Artive
ARCHME Apchived
CAMCEL Cancelled
PRELIM Preliminar,

»

Property Usage

In this table you can specify the possible uses for tracked properties (i.e. Administration, R&D,
Warehouse, etc.)
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Propetty uzadge [ookup table

Uze SorOrder
A drminiztration

Manufacturing

B | Cther

R&D

Zales

Wacant

L= I L = I e N

Warehouse

The Hierarchy Icon

&

By clicking on the Merath¥ icon it is possible to create new additions to the Tree View.

Click on the region you would like to add to or create and fill in the corresponding information in the

blanks.

Modify  Help

g [ ] [

G

il

B m &8, i sa [k

00 Southeast
00 URASSIGHED
-0 WESTERM REGION

Expand Al Collapze All

See:
Creating Level 1
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Mew  Edik Delete Return
F-£5 HBC CORPORATE GROUP Group
g £\ S TERN RECGION Group Code Group Mame Group Head
S Middtlartic EAST |Eastern Redion Z. Eastwood
05 DT Cffice Group Lesse Megotistor Group Lease Adminstratar
£3 Raleigh-Curham |
£3 Richmond
+ £ Mortheast [v active Group

Divizion
Divizion Code  Division Mame Divizion Head
Micl &t Micl&tlantic H. Clirnton

[+ Active Division

Branch

Branch Code  Branch Mame Branch Manager
D D Office |H. Clintan

Address

Manager PhonelFax

[1600-& Pennsylvania Avenue 301 5555555

|Lin|:|:|ln Bedroom
City State Zip

3015555556
Percent accupied

[Washingtan [pc 20000 |

[v Active Branch

MNUM | INS | 3/23/2005

11:23 AM



Creating Level 2
Creating Level 3
Editing the Hierarchy Entries

Creating Level 1

Select File > Open Project from the main menu bar.

Navigate to the LeaseMan folder and double-click to expand it.

Search for the file you just created and click on it.

Click on the Open button. The Summary Menu window will open indicating that you are ready to start
creating the Hierarchy.

Click on the Hierarchy icon, located on the main menu bar. Your screen will change to the Hierarchy
window.

Click on the New icon, located on the toolbar. By default the Group radio button will be on in the New
hierarchy level window.

At this time you will have to establish the first level of the hierarchy. You will continue with this process
until all the first level folders are set up. Each time you return to create a new Group folder, click on the
radio button next to the Group (level 1), then click the Continue button.

New hierarchy level

Please select a hierarchy
level you want to add:
* Group
(" Division
" Branch

Continue Cancel

Enter a unique code for this group, example xxx. The system will not except all numbers for group code.
Use an alphabet system or any other code you might have established. If there is a duplicate coding in
the system, you will receive an error message that will prompt you to select a new code. Click Finish to
enter the code.

New hierarchy level X

Please enter code for new
group:
'& [can
Back Finish Cancel

Enter the Group name in the text box provided, on the Edit corporate hierarchy dialogue box. Remember
that this is the first level of the directory. You may want to establish this lewvel by geographic location,
corporate level, or product line, etc...

Click on the Save icon, located on the toolbar after each new addition.
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[™ LeaseMan - C:\LEASEMANNET BETA 18.0\EASEMAN\BINASAMPLEXTEST.MDB - [Hierarchy]

Modify  Help

& K4 kM P E &, & 0 & 0k

B=1ES

Mew  Edit Delete Return
[ & [ oo
£ ELROPE Group Code Group Mame Group Head
® I::l UMASSIGHNED AN |':Ell'lﬂdﬁl John Canada
£ usA Group Lesse Megotistor  Group Lease Adminstrator
|EIiII Toronto Fay Guebec
v &ctive Group
Exam ple of the hierarchy allocated by geographic location.

Creating Level 2

Once you have successfully established the first level (Group) of the hierarchy you will move on to the
second level (Division).

The procedures are the same except, when the hierarchy dialogue box appears you will select the
Division radio button.

Continue through the dialogue boxes until you return to the hierarchy screen. Notice that the cursor is
blinking in the Division text box.

New hierarchy level

Please select a hierarchy
level you want to add:

" Group

(+ Division

" Branch

Continue Cancel

Select under what First Level Hierarchy Group should the division be located

New hierarchy level

Please select group for new
division
lCanada v
Back Continue Cancel I

Enter the Division Code in the text box provided.
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New hierarchy level

Please enter code for new
division:
|QuE
Back Finish Cancel |

Enter in the Division Name and Division Head

Edit conporate hierarchy

X

Ardding nevw division to group Canada

s
' Divizion Code  Division Mame Divizion Head

|@LIE Guehec |Ra§.f Guebec

[v Active Division

Save | Cancel

Select the Save button.

ﬂ LeaseMan - C:\ EASEMANNET BETA 18.0M EASEMANABINASAMPLEXTEST.MDB - [Hierarchy] |Z||E|[Z|
Modify  Help
g K q oMo\ B om & . i e [
Mew  Edit  Delete Return
= [ CAMNAD L3
Quebec Group Code Graup Mame Group Head
£ EUROFE CAN Canada John Canacda
#- 20 UMASSIGHED Group Leaze Megotistor  Group Lease Adminstrator
£ Uz [Bil Torarto Fay Quehec

[+ Active Group

Division
Divizion Code  Division Mame Divizion Head
CIJE QLeber [Feay Guebec

v Active Divizian
Exam ple of Divisions allocated by Province. (Note, "Quebec" typed in the text box under the Division title).

Creating Level 3

At this time you have established both the Group (level 1) and the Division (level 2), while you have
become familiar with the system of folder allocation, now complete the setup by assigning your Branch
(level 3).
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LeaseMan was designed with familiarity in mind. Setting up the Branch section follows the same
procedure as Group and Division.
Highlight any of the Division folders and select the New icon, located on the tool bar.

Select New Branch

New hierarchy level -

Please select a hierarchy
level you want to add:
" Group
™ Division
* Branch

Continue Cancel ‘

Select the Group and Division you wish the Branch to belong to
New hierarchy level b

L Please select group and

division for new branch

2~ Group

%Canada v ]

Division

iQuebec v ‘
Back I Continue Cancel I

Enter in new Branch Code
New hierarchy level

Please enter code for newy
branch:

{MLH

Back ‘ Finish Cancel

Add in all related Branch Information
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x]

Edit corporate hierarchy

Adding newe branch to divizion Cuebec

&
o
&‘ Branch Code  Branch Mame Branch Manager

MLH |

Addrezs Manager PhonelFax
| |

| |

City State  Zip Percent occupied

[v Active Branch

Save | Cancel

Click the Save Button to complete the addition.
Continue to work through all the Division folders until all the Branch information is complete.
Editing the Hierarchy Entries

Once you have established your directory of folders it may become necessary to edit the name of a
folder.

To change an entry:
Click on the Hierarchy icon.

Highlight the folder you want to change.
Click on the Edit icon, located on the toolbar.

Depending on which folder - Group, Division, or Branch - a dialogue box will open that will allow you to
make changes. The cursor will be blinking in the text box that you have selected.

Type in the changes.
Click on the Save icon to sawe the change.
The Hierarchy window will reappear with changes complete.
The Summary window will appear blank until you add records to each of the branches.
At this time you have completed setup of the Hierarchy directory. It is now time to place Lease and
Property records in the correct folders. Once you have assigned records to their appropriate folders the

summary window will display your system in the hierarchy.

Critical Lease Dates
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Enter Report Options g|

The followving dates will be
o— included in the report:

1] e

[v Term expiration
[v Cption notice
v Cption effective
[ Action tems
[ Base rent steps

From To
312008 v | 2memooy v

Ok | Cancel

These are the most common Lease Date related Options that are in use today

Entering Action ltems

Action items allow you to track other tasks related to records. Tasks could include reminders to contact a
branch manager about an option date, drafting a letter to a landlord about exercising an option, or a
reminder to investigate the current conditions in the marketplace. We have also allowed you to enter the
paragraphs in the record document that are in reference to the record, and also to enter some comments
about action taken. Any information you enter here will appear on the Action ltem Report , however it will
not appear on the Critical Lease Date Report unless you assign it a Type of Critical Lease Date (CLD).
Be careful to avoid duplicate information from appearing on your reports and don't type critical

record date information in this section.

Recard (D
00001A

32 action items in the project

Type Action date

Paragraph

Description

=l |

|t:uase rent inct. to $16,625 00Mmorth or $17 S04=f

Commernts

et

Action Taken

|expand
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To Enter an Action ltem:

Go to View > All Action Items

Select New

Select Lease_ID and Press the Select Record Bar
Fill in the appropriate text boxes

When Complete, click Sawe

Adding Reminders

All users are able to create a reminder to all other system users, or simply to themselves. Reminders can
be used to send messages to others, but should not be confused with Action ltem reminders that are
associated with Leases.

To create a reminder click on the Add Reminder button on the main screen and fill in information on the

following form.
Add reminder El

Reminder ta on
: g- Intyseit >| [ 2i6m00s x|
ra At

Meszage

Call Jon Henry to dizcuszs expanzion Dp‘tiDI‘lSl

Ok Cancel | Help |

The default date is always set as the following day but it can be changed to any date. Once the reminder
message is entered - click OK to save. The reminder will appear on the Alerts screen as soon as the
date arrives.

Setting up Alerts
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Alerts Project

Project

D atabaze

Z:'Program Files'LeazedMan'Samplesample2000 mdk

Thiz iz a LEASEMAN project. G

D ayz Prior
D ays Pricr Apply
Type CrapzPrior Cancel
| Expiration A0 Changes are taken into effect

OptiontoticelneTime 15 after button Apply iz hit
OptionE ffectivelneT ime 15
Actionltern 15
FentSteplp 15
Rerminder 5

Print Prewiew E st

Alerts on Action Items and Lease Dates are generated automatically by LeaseMan based on lease
information entered. Using the above grid, it is possible to select when alerts should be viewed when you
open up LeaseMan. By changing these days, you can minimize or maximize the amount of alerts shown.

The Alerts screen only appears at the start of the program. However, to view the alerts at another time
while working with the system, select View > Alerts located on the main menu bar.

Leased Properties vs. Owned Properties

Leased property records and owned property records are different in many ways. Most of the differences
between the data of each will be found in the first three sections of the Property Summary Report -
Property ID, LandLord/Payee and Financial, as well as what information was defined while setting up data
models.

Your Property Summary window will differ depending on whether your property is leased or owned.

Owned properties will have sections on the Property Summary window titled Payment Information and
Site Information.

Leased properties will have sections on the Property Summary window titled Landlord/Payee and
Critical Dates/Options.

Adding a New Property Record

To create a new record from the Summary Menu, click on the New button located on the tool bar. If you
have just created a New Project, verify that the corporate hierarchy is set up, otherwise you will not be
able to add property records to the hierarchy and will need to reassign them later.
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The Add New Lease Wizard screen will pop-up:

Add New Lease Wizard - Step 1 - ID and Assignment

ID and Assignment

Record 1D |Gg31 07 You can use the |D that LeaseMan
assigns, or enter your own

r y Classify the status of this lease.

Status 'PRELIM v | Remember that, by default, only leases
classified as "ACTIVE" are included in
most LeaseMan reports

Classification | Lease | Select the data model that you would like
: to apply to this new property record. This

data model defines the labels in the

'MISCELLANEQLS' section

Branch | Atlanta | Specify the 'Branch' that this property
‘ . record will be assigned to

Help | Jac Next > Firist Cancel Quick Add I

Fill in the initial property information in the following fields:

1. Record ID - must consist of exactly 6 characters and must be unique for the project. Seeded value

for Record ID can be changed by you according to your preferences.

2. Status - describes the condition of -the new record and can be one of the following: Preliminary
(leases

under negotiation), Active (leases that are "hitting the books"), Canceled, or Archived (inactive leases
that you want to keep for historical records). When creating a record you should initially set it as

Preliminary, then when the term starts, the status of the record can be easily changed to Active.

3. Classification - specifies the type of data model. LeaseMan gives you the ability to create your

own type of models with the use of the feature Lookup Tables. By default the program has two
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types, "lease" and "owned" models that can be modified. When you create a model you will

define all the fields that are associated within that model. To change the fields in one of the two

default models, select Administration > Lookup Table > Data Model.

You can create a new Data Model named 'Sub Lease' (or 'Sub Leases' or 'Sub Leased' or 'Sub Lease'

or 'Subleases’ or 'Subleased' or 'Sublease’). If this model is selected, you are allowed to select the Master

Lease ID (Parent Lease ID) for which this is a sublease.

Add New Lease Wizard - Step 1 - ID and Assignment @

ID and Assignment

Record 1D |5031 07 You can use the |D that LeaseMan
assigns, or enter your own

: Classify the status of this lease.

Status ‘ PRELIM v | Remember that, by default, only leases
7 — classified as "ACTIVE" are included in
most LeaseMan reports

Classification ‘ Sub Lease v ‘ Select the data model that you would like
- — to apply to this new property record. This
e data model defines the labels in the

Parent Leases  LLAVCLAMIINE v | MISCELLANEOUS' section

Branch | Atlanta v Specify the 'Branch' that this property

— record will be assigned to

Help | Bacl Next > -ifist Cancel Quick Add |

4. Branch - the name in the sample project, links property record to a hierarchical line defined by the
user.

After filling in the initial information on the first screen, follow the prompts for each of the following
screens.

At the second screen, you will be requested to fill in the Building Name, Address and Contact Info.

At screen three, you will have to fill in Original Occupancy, Lease Term Commencement, and
Expiration.

At the fourth screen, you will be asked to fill in Rent Commencement, Initial Base Rent amount, and
Frequency of payment.

At screen five, when you are satisfied that all information fields are properly filled in, click Finish.
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Subleases

When a company subleases a space, the payment to that space is usually paid to the Original Lessee.
When you are paying to the original holder of the lease and not to a Landlord, the amounts paid to the
original lessee are usually inputted as negative numbers.

For example, If you were entering in Base Rent, it would be entered in as -9,000 instead of 9,000. This
makes it possible to actually calculate the proper Netout amounts for the original Lessee.

When you run the Netout Report, the Master Lease Holder would then see what they paid for their lease
and what they have coming in from subleases. This would give them their Master Lease Net total.

Month to Month

[v Morth-to-Manth

Record 10: Original Jccupancy Term Commencement  Rent Commencement  Term Espiration )
001334 10m1A99s v/ | 1ominges v [ 1ominees v | | oamomoos o || [ Memth-to-menth options
* Project default [ &t the end of
Comments
The Bean at the end of current month

Building
at the end of calendar year

Lease Date Pazsession Date Open Date Execution Date

~
~
" atthe end of fizcal year

104011334 A 10/0111934 b4 1040111994 e 104011334 L ~
~
~

at the end of lease vear
Commerts

in

&

at specific date
Type Matice Date Effective Date Exercize Date Paragraph Slipulation Cot

’ ||—§|“: Renewsal | 06/30/2005 09/30/2005 10 years
Effective any date after Type Mote
09502005 |

Term Action Taken

|1 0 years |

Change .
Exercized Date Paracraph Commernts
v | |

Month to Month Options:
Project Default: This option will use the system setting that is stored in File - Setup - Month to Month tab.
At the end of current month: Based on the report start date selected: When you run the LeaseMan

reports, this option will use the Report Date as the last date to be included in Financials. For example, in
an Annual Cash Flow Report, if you run the report for 2/1/2006, the column for 2/1/2006 will be populated
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with the latest information from the Financial Section, and the remaining months will not be included. If
the lease is set for At the end of current month, all months after the report month are disregarded.

At the end of calendar year: Based on the Lease Expiration Date: This will make the current lease's
expiration date 12/31 with the year using the lease expiration's year. If a Lease has an expiration of
9/30/2005, and Month to Month has been selected with the option of At the end of calendar year, and
Report Start date was 5/1/2005. LeaseMan will consider the expiration to now be 12/31/2005.

At the end of fiscal year: Based on the value set in File - Setup - Reports tab - Fiscal Year Start Month:
If this option has been selected and the Fiscal Year Start Month has been set to 4(for example), the lease
has an expiration of 9/30/2005, and Report Start date was 5/1/2005. LeaseMan will now consider the
expiration 3/31/2006

At the end of lease year: Based on the Term Commencement: If this option has been selected and the
Term Commencement is 7/1/2000, and the lease expiration was set for 9/30/2005, and Report Start date
was 5/1/2005. LeaseMan will now consider the expiration 6/30/2006.

In: This option allows the user to set how many months after the report start date should the Lease's
Month to Month value be. If you have set the In value to 5 Months, and the report start date is 10/1/2005
and the expiration date is 9/30/2005, you would get values until 2/1/2006, but if you ran the report for
7/1/2005, you report would only go up till 11/1/2005. Note: This will not increase the Month to Month
value to 5 months after expiration. It only allows for 5 months after Report Date.

At specific date: This option allows the user to set a predefined date that the Month to Month lease
should end on. This option has no relation to Report Date.

Please note that each financial report will handle month to month differently. If you would like more
information on how each report handles month to month, then click here

Attaching Documents to a Record

Property records can have numerous files of different types connected to them. For example, it is
possible to attach word processor files, a spreads heet, or even a media file to a particular record. This
feature makes LeaseMan a type of "binder" for all files related to a property record document in your
system.

Please be advised that in order to view an attachment file you must have the application software
program installed on your computer/network. For instance, if you have MS Word installed on your
machine, LeaseMan will be able to properly handle Word documents. All the attached documents are
displayed under property records in the hierarchy as document icons.

To attach a Document:

Right-click on the lease icon Ei in the Tree View that you want to assign a file to.

Select Attach new Document from the pop-up list. The Open dialogue box will appear.
Navigate through your folders to find your file.

Select the file and click on OK.

To review the file information you attached, double-click the attachment icon rﬁ , or right-click on it and
select Go to document item.

LeaseMan will launch the appropriate software application (provided it is installed on your system) to view
your attachment. Exit the program to return to LeaseMan.
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LeaseMan allows you to add comments to your documents, that will appear along with the file information
on the Hierarchy.

To add a comment to a document, right-click on the document and select Edit comments. Type your
comment in the space provided.

Attaching a Lease Document

To attach a Lease Document:

Right-click on the lease icon Ei in the Tree View that you want to assign a file to.

Select Attach Lease Document from the pop-up list. The Open dialogue box will appear.
Navigate through your folders to find your file.

Select the file and click on OK.

Note that you can only select one lease document per property. If you have other documents to add to a
lease, please see Attaching Documents to a record.

To review the file information you attached, double-click the attachment icon @' or right-click on it and
select Go to document item. LeaseMan will launch the appropriate software application (provided it is
installed on your system) to view your attachment. Exit the program to return to LeaseMan.

LeaseMan allows you to add comments to your documents, that will appear along with the file information
on the Hierarchy.

To add a comment to a document, right-click on the document and select Edit comments. Type your
comment in the space provided.

Contacts

You can view the contacts in the current project. The tree view on the left displays the list of the contacts.
This tree view can be sorted in the following ways:

- By Last Name

- By Company, Last Name

- By Last Name, Company

- By CompanyCategory, Company, Last Name

- By SIC, Last Name

The right side of the form displays the details of the contacts, its company details and its linked leases.
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[ LeaseMan - C:\PROGRAM FILES\LEAS EMAN\SAMPLE2000.MDB - [Contacts]

Help
g K N v G - S I = I & £ ke
Search  First  Previous Mexk Last  Mew Edit Delete Return
Select Sart Order Contact Information
Last M
| R ame el First Mame Intial Last Mame Phone
|Melani |G|:|Idman |
ﬂ Henry Aaron
ﬂ . Elean Company Category Fax
% wi. Clinton
% J. Dickinzon Title Makile Phane
ﬂ Rock E. Mourtain |I'-.-1aanaging Directar 345-343-5463
ﬂ Mick E. Mouze Addrezss E-tmail address
% Robert Elee 7 Hourdstoth R,
[ #§1elani Goldman Address 2 Wik Site
ﬂ Wilbur Harrizon Fittp: e g
ﬂ Julie Jacobs Address 3
ﬂ John McCain
ﬂ Tex Mex
ﬂ Crook Morris City State  Fip Linked to Recor:
% Brook Morris |SE‘5“'”E |W-ﬂ~ |1 2343 lease_j
%} Brook Morris Country B | 000012,
% Eddie Murphy usA, 000654,
£} Graham Nash Motes 001 264
ﬂ E. Prezley —
% IM. Tocute
ﬂ James Wiood
Campany Infarmation
Company Code Company Mame Categary
|GC GE Capital |insuranu:n
Address Address 2 Address :
1212 York Road |
City State Fip General F
Luthervills MO |21083 410-337-

Data Entry Issues

One of LeaseMan's important features is the ability to print out as much pertinent information about a
property record desired and place it all on one page. This makes it easy to compare records, and also to
look at many key aspects of one record at a glance. In order to accomplish this, PlanData has spent
much time on the design of the Property Summary Report, which will present as much information in an
orderly fashion as possible. PlanData strongly suggests that you do not enter data in all uppercase
letters. Instead, use both upper and lowercase. This is in order to save room on the printed Property
Summary Report, and to make the report more readable.
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Date Calculator

For your convenience, we have included a date calculator in LeaseMan. The Date Calculator allows you
to add or subtract any number of days, weeks, months, or years from any given date.

241742005

To open the Date calculator click on date box located on the Status bar.

£2 Date calculator

lanzooos >« =|[f [montn  ~|[catcuste] clear |

272005 + 7 days = 2242003
2172005 + ¥ marth = 94 72005

[ Long dste format Yy

Assign a Contact to a Lease

Assigning a contact to a lease is necessary when you want to create a log notes for a lease or just want
to document people that do business with the lease, such as Landlords, Electricians, etc..

Assigning a Contact to a Lease can be accomplished in two ways.

. Right Click on a Lease and Select Assign Contact
. Select the contact to be assigned to the Lease

. Press the Select button

. On the Left Side, Select the Contact you would like to Assign to the Lease
. Select on the Toolbar Edit
. In the Linked to Records box, under Lease_ID, Click on the box to the right of the Lease ID Section

A
1
2
3
B
1. On the Toolbar, select View - All Contacts
2
3
4
5. A list will come up with all the leases. Select the Lease that the Contact will be assigned to
6

. Press the Select Record Button

In both these scenarios, a contact now will be assigned to a Lease ID.

Modifying Contacts Information

LeaseMan allows you to keep track of contacts and information regarding these contacts. Once a person
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is entered into the system, they can be linked to any number of property records. This will allow you to
find the contact faster, as well as provide you with additional information on a property.

Remember that all contacts you may want to assign to a record must be entered into LeaseMan first.
To add, edit or delete contact information:

Click on the lease icon [ that you want to assign a contact to.

Select View > All contacts from the main menu.

Click on the New icon to add a new contact, or the Edit icon to change existing contact information.
Modify or add the contact information in the dialogue box provided.

Click the Save icon to save your changes.

The Assign Contact icon ﬂ will appear on the Hierarchy under the lease you assigned it to.

To review the contact information you created, double -click on the icon, or right-click and chose Go To
Contact.

£ ABC Corparate Group

= Eastern Region

&= Midétantic

-3 D Office

EIE? Raleigh-Diurham

: EIEI 00068, - Midétlantic Distribution Ctr

S 8 GE Capital - Murphy
e ropoE:

w.£] Rich Aesign Contact
8- Marthea: Remaove Contact
#-£0 Southeast

£ Unazzigned
£ Western Reqion

Modifying Property Record Log Notes

LeaseMan allows you to log information related to a particular lease, such as a history of negotiations,
contacts, etc. To view a log history, Go to View > Log file and add, edit, delete records.

Also, you can access a log history by right-clicking on the lease icon Eil on the Tree View and selecting
Log File from the pop-up menu.
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Itheast Action [kermns
igned Log File
rn Region

Copy Record

hange Record ID
Delete Record
As=sign Conkack

Aktach Mew Document:

Attach Lease Document

Please note that the contacts available to you in the Log File are ones that are assigned to the lease.
To see how to assign a contact to a lease, please click here.

Modifying Company Structure

To modify the company's structure go to the hierarchy screen by clicking the Hierarchy button on the
toolbar, or selecting View > Hierarchy from the menu bar.

To restructure the hierarchy, you can drag and drop branches on divisions, and divisions on groups.
For example, to move branch "MIAMI" from the Southeast Division to the Southwest Division:

1. Click on "MIAML."

2. Drag and drop it into the Southwest Division folder.

Attempts to drop a branch on another branch or group, or rearranging divisions will fail.

When you move a division to a new group (level 2 item to a new level 1 item), all branches (level 3 items)
and related property records that belong to that division will move along with it.

Property Performance Information

If you are interested in tracking down and reporting on property performance and cost/profit issues, (i.e.
for retail properties) performance information can be entered in the Performance screen on a lease by
lease basis.

Locate the lease you want to work with and select View > Performance from the menu bar. The form
will be presented and performance data can be entered in the grid. To edit any of the information, click
on the Edit icon located on the tool bar. The second column specifies when money inflow starts, the third
column specifies the frequency of payments, and the last one allows entering the amount of each
payment.

The list of performance categories is maintained by the system administrator, and can be accessed
through Administration > Lookup Tables > Performance Lookup. Each category can be assigned a
general ledger number, tying performance information with other financial data and generating cost/profit
reports.
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Filter
s SR T 4 { oM T B m &, Lf [

Search  Filker Mext Last  Mew Delete  Prink Reminder Conktacts  Companies

Filter can be found on the ToolBar Selection. It is located to the right of Search. Filter allows the user to
minimize the amount of Leases that are viewable in the Tree View.
LeaseMan Tree View Selection Criteria

Parameter Include Minimum Maximum
W Lease Dates

Start
End
Cancellation Motice

Cancellation Effective

Fenewal Motice

Renewal Effective

Expansion Motice

o | ]

Expansion Effective

-

BaseRent’'SF| []
Total $/5F| [
»
Landlard|  []
Management Comparny| [ ]
Other|  []

cancel

Based on the criteria selected in the above table, the user has the ability to view only leases that fit into
the abve criteria. You must select a Minimum and a Maximum date for the selection to be valid. When

T

you selecty the Filter Icon, it will turn blue to show that it is active, Filter  \When not in use, it will go back
to the standard Icon.

Import Contacts from Outlook

Page | 55

&

Hierarchy:

e



Import Contacts from Outlook &l

Selected ik, Firzt Marme Lazt Mame

4 0
John Henm
Sales PlanD ata
Support
Select Al Deszelect Al [rpart | Cloze

You can specify the contacts that you want to import from MS Outlook (2000 or higher) to the LeaseMan
contacts list. The above grid shows the list of contacts from the Contacts folder of MS Outlook in the
current profile of the machine.

You can select the contacts to be imported using the first column and click on Import to start importing

them into the LeaseMan Contacts.

Export Contacts to Outlook

Export Contacts to Outlook

Selected First Narme Last Marne
3 Eill Peach
Broak M arris
Crook, b orris
E. Presley
Eddie b Lrphy
Graham M azh
Henry Aaran
I.h. Tocute
J. Dickirsan
James "w'ood
John b cCain
[ Judlie Jarnhs
Select Al | Deszelect Al E wpart |

You can specific the contacts that you want to export into MS Outlook (2000 or higher) from the
LeaseMan contacts list. The above grid shows the list of contacts from the Contacts list of the current
project.

You can select the contacts to be exported using the first column and click on Export to start exporting
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them into the MS Outlook Contacts folder.

Export for Mapping Software

Export for Mapping Software

Selected LEASE_ID MaE ADDRESS
9 00007 2, The Turrer Building 2143 Owerflow Drive Suite
000632 Mid&tantic Digtribution Ctr— | 333 Bull Durharn Road
001263 The Dezert Yiew Building 123 Jackszon Street
001 264 Eig Building 7E5 Srnith Str
0o 267 The “White Houze - Annes 1600-4 Pennaphania Aven
oo zva Tower of Jolly EI63 Jolly Drive
0o 284 wiazhington T ower 72 Purpoze Street
0o 286 The Mazh Building 102 Tammy Wiynette Dr.
001290 The Les Building 356 Old Sauth Road
0ot 252 The Presley Building One Defict Square
Select All | Deszelect Al E wpart | Cancel

You can export address details of a property into comma separated format (.csv) file. You can specify the
properties, the details of which you need to export, by selecting using the checkboxes in the first column.
Once the leases are selected click on Export to create the csv at the specified location. The generated
csvfile can be input to a mapping software, which can then locate the property in a map.

Note: Multiple properties can be exported into a single .csv file.

Selecting Records for Reports

LeaseMan allows you to select records for any report you wish to run. The default parameters defined
with the system should suit most users. In case you should choose to change the selection criteria for a
report it is possible and easy to do so.

Page | 57



Record selection for Property Summary repork 5[

—=elect Recards wwhere. .

ILeaSm j ILease_ID / j IEHUEB/ jl j

/ Addto List / Set Print Order
s

—Seledtion List ;,-f - Clear Selection List
Table Field Condition Qualifier

Delete tem from List

Set Sort Fields

Previeyy Report

Print Report

M Include comments:
I Close

Select Records where...

Use the drop-down arrows to select fields from the corres ponding tables and fill in the information
requested. All defined data fields are stored in defined tables. You must select the table in order to be
able to select the field. If you select Leasel from the table dropdown, the selections that appear are all
fields in that table. The user then selects a condition followed by the value they are searching for.
Multiple conditions can be added, but keep in mind that all conditions must be true.

The following buttons found on this screen provide these functions:
Set Print Order

This is an option only for Summary Reports. It allows you to select multiple items and choose the order in
which they print.
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Clear Selection List
Clears the entire Selection list.
Delete Item from List

Will delete highlighted items from the selection list. Highlight these items by pointing to the appropriate
line.

Preview Report

This tool allows the user to view the report before printing.
Print Report

Prints the report directly to the default printer.

Close

Allows you to leave the current screen.

Report Comments

The comment line is at the bottom of the screen, under the selection list. By default, the selection list is
copied to the comment line when the Include Comments statement is checked. The user can over write
the default comment with their own comment on the selection.

Property Summary Report

This Report is designed to print as a one or two page summary, but may be more depending upon the
amount of information entered:

Please note that these reports are customized so that the user can select the fields necessary to them.
This can be selected by going to Reports - Reports Setup

Property Summary - This report summarizes information on all aspects of a property including location,
dates, and financial information. It is designed to fit on a single page so that you can view all important
aspects of a property record at one glance. Depending upon the amount of data (i.e. comment fields),
this summary report may be more than one page long. The summarization of the data is such that all
financial information is calculated, only the next applicable critical dates are displayed, etc.

Monthly Cash flow with Summary
This report is the same as the Property Summary, except it includes the annual cash flow information as
well.

Date Related Reports

These reports are designed to provide a concise listing of all critical leases dates which may require an
action on your part.

The Critical Lease Date Report - includes only those dates that are specified in the Critical Dates/
Options section of the Property Summary window. Action items with a type of CLD (critical lease date)
are also included.

The Action Item Report - includes the same data from the Critical Dates / Options section of the
Property Summary Report as well as action items.
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Financial Reports

Lease Commitment - lists all non-owned properties, organized by the hierarchy, and includes the
average monthly cost, annual cost, term cost and contingent liability. All financial data is as of the first day
of the following month.

Month to month options are not calculated in this report. For a sample of this report and more detail
about the report, click here

Lease Commitment Schedule - lists all non-owned properties, sub-totaling by the levels of the
hierarchy, and includes the Base Rent due over the next eight years. The user is prompted to enter the
start date of financial data to be included in the report. This report can also be thought of as a contingent
liability report and is based on the assumption that all leases will run their term.

Month to month options are not calculated in this report. For a sample of this report and more detail
about the report, click here

Annual Rent Obligation - lists all properties, organized by the hierarchy, and includes the average
monthly cost and annual cost for each property. This report also included the next renewal and
cancellation option for each property. The user is prompted to enter the start date of financial data to be
included in the report.

Month to month options are not calculated in this report. For a sample of this report and more detail
about the report, click here

Annual Cash Flow - lists current or all properties, organized by the hierarchy, and itemizes all costs on a
month by month basis over 12 months. The user is prompted to enter the start month of financial data to
be included in the report.

Month to Month leases are handled based on the settings configured in Critical Dates/Options. If Month
to Month has been selected, this report will propagate those settings into the report. For example. If you
have a lease that expires on 6/30/2005, you have the month to month option set as end of calendar year,
and you run the report for 4/1/2005, you will notice that the data populated will go until 12/31/2005.
January and February of 2006 will be blank. For a sample of this report and more detail about the report,
click here

Annual GAAP - An annualized GAAP report. What the current and future payments should be.
Month to month options are not calculated in this report. For a sample of this report and more details
about the report, click here

Netout - Based on Master ID, will list out all properties. Itemizes all costs on a month by month basis for
12 months. The user is prompted to enter the start month of financial data to be included in the report.
Report will total the Lease total as well as the Master Lease Net.

Month to Month leases are handled based on the settings configured in Critical Dates/Options. If Month
to Month has been selected, this report will propagate those settings into the report. For example. If you
have a lease that expires on 6/30/2005, you have the month to month o ption set as end of fiscal year, the
fiscal start month is 4 and you run the report for 5/1/2005, you will notice that the data populated will go
until 3/31/2006. For a sample of this report and more detail about the report, click here

Accounts Payable - Lists out the Lease ID, Level 1,2,and 3 of the hierarchy, Pay Date, Cost Code, GL
Number Amount, Company Code and Name. This report will only print out for the month supplied in the
Report Start date.

Month to Month leases are handled based on the settings configured in Critical Dates/Options. If Month
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to Month has been selected, this report will propagate those settings into the report. For example. If you
have a lease that expires on 6/30/2005, you have the month to month option set as end of lease y ear, the
lease start date was 2/1/2000 and you run the report for 5/1/2005, you will notice that the data populated
will go until 1/31/2006. For a sample of this report and more detail about the report, click here

Note: All payments are considered on the first of the month. If there is a Payment Detail bump,
such as Base Rent, in the middle of the month, itwill not count towards that month. It will go into
effect the following month. For example. if a Lease that has a Base Rent payment of $9200.00 on
1/1/2000 and a Base Rent bump of $10,000 on 4/15/2005, and you run a report for 1/1/2005, you
would have 4 months of $9200.00 and 8 months of $10,000. LeaseMan does not prorate amount
for split months.

Property Listings

These reports contain minimal but key information on all properties. You may sort the data based on
either Expiration, State and City, or corporate hierarchy.

As well as the Security Deposit listing report

Miscellaneous Reports
These reports are broken into three sub-categories

Contact Reports - Lists all contact information for people you have entered into the system. Three kinds
are available, by name, by company and by properties.

Log Notes - Provides a chronological listing of all notes logged to a particular property. These reports can
be organized by either the property or by the person who logged it.

Hierarchy Reports - These are reports that list all the codes you have entered for the three levels of the
Tree View (i.e. Groups, (Level 1) Divisions, (Level 2) Branch (Level 3) etc.) and are provided as
background information. An organizational hierarchy report is also included.

Custom Reports

The Administrator has permission to add a custom report to LeaseMan. The specified report is added to
the menu under Reports > Custom Reports.

One of the senvices PlanData offers is the creation of custom reports. If you do not own Crystal Reports
or if the complexity of the task surpasses your skill level, contact your PlanData representative at 1-800
757-BLDG.

Ad-hoc Reports

A number of standard reports are shipped with LeaseMan, included are two options for adding new
reports to the systems.

1. If you own a copy of Crystal Reports you can write a report to add to the system. Once the report
is written it should be copied in the report directory specified in the setup (all reports should be sitting in
that directory). The system administrator should log on and go to the Administration menu, selecting the
Custom Reports item. A pop-up screen will appear where the administrator can add the short file name
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of the reports (e.g. "landlord.rpt") and a description of the report (e.g. "Landlords report”) to the list of
custom reports. Once the report is added to the system, it is available from Reports > Custom Reports
menu.

2. If you don't have Crystal Reports or prefer not to create a custom report, you can run an ad-hoc
report by selecting Reports > Ad-hoc Reports.

For example: You wish to receive a list of all properties in California with rental area greater than 3000 SF
sorted by rental area in descending order. In ad-hoc report the Designer would create the following report:

(™ LeaseMan - C:\PROGRAM FILES\LEASEMAN\SAMPLE2000.MDB - [Ad-hoc reports]

Help

e K4 M | E W &, # & [k

Return

Designer

Report title |Califarnia Properties

Record Source Feport fields
|Report Gueryl v | Field Shaw Sort Criteria
Ayailable fislds IC:

Address # Rertable SF Dezcending = 3000
Branch manager
Branch manager phone b | State CA
Branch natne Add -»
Building name

City A Al -==
Clazsification -
Divizion =- Remove
Divizion head

Qocupancy date ==- Remaove Al
Rernt commences date —
Term commences date

Term expires date

Type of space b

= Load | & save | isf | SOLSEL View| [ &, Preview | = | 35 Export

ML 2A5/20058  10:46 AM

Click on the Preview button and the following list will be generated:

California Properties 3 Records
ICr Rentable SF State
p | O01274 18158 CA
001326 13383 CAa
001345 108149 CA

At this point you can either print out the report, export to comma-delimited or tab-delimited file (e.g. Excel
easily reads comma-delimited files), or sawe this report for future use.

Page | 62



If you are experienced in SQL (Structured Query Language), you can build advanced queries that the
Designer allows you in SQL view screen. Following is the SQL equivalent to the report previously built :

SELECT ID, [Rentable SF], State

FROM [Report Query1]

WHERE ([Rentable SF] > 3000) AND (State = "CA")
ORDER BY [Rentable SF] DESC

Having built a query in Designer you can transfer it into SQL statement by clicking the "SQL View" button.
However, not all SQL statements can be graphically illustrated in Designer, so the opposite operation is
not always possible.

Property Summary Report Setup
Allows you to specify the section that should be visible when a Property Summary report is executed.
This allows the user to customize the data that a user can see in Property Summary report.

This can be found by selecting Reports - Property Summary Setup

Report Zetup

v

v LandlordPayees

W Critical Dates (Site Info)
[ Critical Date Detail

Iv Annualized Financial Summary
[ Financial Detail

[ Sales Performance

v hizcelaneous

[ Space Usage

v Comment

[ Approval

[ Action tems

[ Alerts

[ Log Motes

[ Contsct Listing

[ Attached Documents

Reset Ok | Cancel |
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Accounts Payable

ElﬂﬂDﬂtﬂ Svstems Corp.

T2003 Page:1
Lease D Level1 Level 2 Level 3 Pay Date Cost Code GL Number Amount Compz
Q0001A EAST SE. Atlan THM/2005 Base Rent 60000 §32,765.00 REIT
00001A EAST SE. Atlan THM/2005 Electric 61000 5110075 LI
00001A EAST SE. Atlan THM/2005 Operating 63000 $750.00 AP
001263 WEST S PHOEM THM/2005 Base Rent GO000 $9.083.33

This is a sections of the Accounts Payable report. This report lists out, for one month, the amount of
money owed.

Lease ID: Lease ID that the report this is run for

Level 1: Lewvel 1 Name of the Hierarchy. By default it is the Group Name. In this Example EAST and
WEST

Level 2: Lewel 2 Name of the Hierarchy. By default it is the Division Name. In this Example S.E. and
S.W.

Level 3: Lewel 3 Name of the Hierarchy. By default it is the Branch Name. In this Example Atlan and
PHOEN

Pay Date: Report Date entered when initiating the report

Cost Code: Detail each type of payment to be paid for the Pay Date month
GL Number: If entered, the general ledger number for each cost code
Amount: Cost for the Pay Date month of each Cost Code

Company Code: Ifthere is a Vendor associated with the Cost Code, the Company Code would be
stored here

Company Name: If there is a Vendor associated with the Cost Code, the Company Name would be
stored here

Month to Month leases are handled based on the settings configured in Critical Dates/Options.

Note: All payments are considered on the first of the month. If there is a Payment Detail bump,
such as Base Rent, in the middle of the month, it will not count towards that month. It will go into
effect the following month. For example. if a Lease that has a Base Rent payment of $9200.00 on
1/1/2000 and a Base Rent bump of $10,000 on 4/15/2005, and you run a report for 1/1/2005, you
would have 4 months of $9200.00 and 8 months of $10,000. LeaseMan does not prorate amount
for split months.
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Annual Cash Flow

tthDam Svstems Corp.

Tr62005 Page: 1
Group - Eastern Reglon
Division - South=ast
1 2 3 £ 5 =1 T
LemssD 5T Oty Lecation Expiraion  Descrigfion OUO0S 020104 03004 04CIAd  OSONO4  DSOMMO4  O7OMD4 08T
[O001A GA AllanE The Tumer Suldng E302005  Operadng Exp. S500.00 5000 50,00 £0.00 £0.00 50.00 §750.00 50
Eleciric S104E33 §104833 S104833 S1,4533 §104333 S104833  54,40075  §1.400
Easa Rent 50693200 $28.96200 $23.96200 §23,96200 S29.55200 §28.93200 S32TRS.O00 §32.7ES
Lease iotn $300830.33 $3003033 $30030.33 43003033 $30.030.33 $30.030.33 3451575 433,885
Branch - Afania tois $300830.33 $3003033 $30,03033 £30,03033 $30.03033 $30.030.33 53481575 $33.BES
Diivision - Southeast tosal $300830.33 $30030.33 $30,030.33 £30,030.33 $30,030.33 $30,030.33 $3451575 433,885

In the example above, the following information is shown.
Today's Date: Located under the Company Name, in this example it is 7/6/2005

Report Date: This is when the report was run for, in this example it is 1/1/2004. It can be found as the
first monthly colum header

Lease ID: Lease ID that the report this is run for

ST: State of Lease

City: City of Lease

Location: Building Name

Expiration: This is the lease expiration date

Description: A line item for each cost code associated with the lease

Monthly Line Items: For each Cost Code, in each month, it will detail the amount to be paid. For
example in 1 - 1/1/04 - The operating Expense is $600.00, the Electric is $1048.33 and the Base Rent is

$28,982.00. It is then summed underneath for a total of $30,630.33
Month to Month leases are handled based on the settings configured in Critical Dates/Options.

Note: All payments are considered on the first of the month. If there is a Payment Detail bump,
such as Base Rent, in the middle of the month, it will not count towards that month. It will go into
effect the following month. For example. if a Lease that has a Base Rent payment of $9200.00 on
1/1/2000 and a Base Rent bump of $10,000 on 4/15/2005, and you run a report for 1/1/2005, you
would have 4 months of $9200.00 and 8 months of $10,000. LeaseMan does not prorate amount

for split months.
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Annual GAAP

tthDam Svstems Corp.

Today's Date 78200

Report Start Date 0170172005

Lease Monthly Current year
Branch Lease ID Start Date End Date Total Rent  # of Months S-L # of Months Rent Paid S-L Pai
ADMIN 001341 12011882 11/30/2003 $875,000.18 182 34 55720 12 $65,000.04 %54 8875
Atlan 000014 01/01/2007% 08/30/2005 51,541,160.00 54 32854000 &  5188,580.00 5171,240.0(
DALLA 001357 1070171884 05¢30/2003 §2,700,000.00 188 1607143 12 §225000.00 51828571
DC 001267 01/15/2000 01/14/2003 $5082,800.00 a7 $6.111.34 12 $93,100.00 $73,336.0:
DEMV 001343 01/01/1880 124312009 $451,000.00 240 $1.870.17 12 $45,000.00 22,550.01
KC 001342 05011685 04430/2020 $540,000.00 300 $2.800.00 12 %356,000.00 £33,800.00
LA 001345 10701/2004 09¢30/2015 %1,430,000.00 132 1083333 12 §120,000.00 %130,000.0(
Miarni 001283 07/01/1889 08/30/2012 51,867 400,60 156  $10.880.10 12 §120,000.08 51282602
Miarni 001314 07/16/1889 OB/16/2008 %2,170,000.00 228 $0.517.54 12 §120,000.00 114,210 5
MASH 001288 10701/1885 09¢30/2007 $B56,776.00 144 3618817 12 %20,840.00 £73,808.00
MHASH 001202 05/01/1885 09¢30/2009 %3,162,000.12 172 $18,212.14 12 240,000.00 5210, 7456
MewE 0013324 10701/1084 05/ 30/2005 §1,140,600.00 132 £8.700.09 g $05,200.00 §78.381 58
MY 001358 08/12/2005 1271242014 §2,828,182.00 118 $23.382.10 & 518404100 5140148 8
PHIL 001307 07i01/2007 07/01/2011 %471 66567 121 $3.883.07 12 %E0,000.00 S48, 77858
PHIL 001334 07/04/1876 07/03/2006 §1,122,436.50 351 $3.100.24 12 512188480 $37.310.9
PHOEM 001262 11/01/1882 1063172019 52,024,000 40 240 $8.437.50 12 S108,000.06 £101,240.0;
PORTL 001254 07/01/200% 08#30/2011 250,200.00 120 $2,1680.00 12 $28.200.00 25,020.00
RICH 001200 1070111884 05/30/20058 $0E1,000.00 188 $5.720.24 12 %72.750.00 353,842 50
2D 001274 07/01/1806 083002013 §7.,0600,000.00 204  F3872540 12 $500.000.00 5484, 705 5
SEATT 001284 02/01/1887 0743112012 3460606 87 1580 $2.550.06 12 32,000.00 230,711.1
LA 001352 02/12/2005 12431/2006 §20.070,668.00 1102 $26,256.00 10 S280,816.00 5$263,560.0(

In the example above, the following information is shown.

Today's Date: Located under the Company Name, in this example it is 7/6/2005

Report Date: This is when the report was run for, in this example it is 1/1/2005

Branch: Branch of the lease

Lease ID: Lease ID of selected leases

Start Date: Term Commencement Date

End Date: Term Expiration Date

Total Rent: Total rent paid for the life of the lease

Lease # of Months: Total number of months in the life of the lease

Monthly S-L: Straight Line - Total Rent divided by Lease # of months

Current Year # of Months: # of months from Report Date to Lease Expiration Date, If more than 12 than

12

Rent Paid: Total rent paid in report year.

S-L Paid: Monthly S-L multiplied by Current Year # of Months = Total S-L paid in report year

Deferred Liability: Rent Paid minus S-L Paid (For Report Year)
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Total Deferred Liability to Date: Total Rent Paid minus (Total Months multiplied by Monthly S-L)

Please note that the user can modify what cost categories are to be included in this report. By default this
report is run for Base Rent, but it can be modified to be run for any or all Cost categories. For other cost
categories to be included, the Cost Category table would have to be modified. Please click here for more
information

Annual Rent Obligation

PlanData Systems Corp.

7/6/2005 Page'1 Al
Group Eastern Region
Division Scutheast
For Year Starting:  04/01/2004 Cancellation
Lease Term Renewal Notice Date
Lease # Commence Notice Date Effective Date RSF B
Branch Property Expiration Term Penalty UsF Monthly
oooD1A Aflanta, GA 071/014/2001 05/01/2005 15,000 533,03
Aflan 2143 Overflow Drive 08/3002005 5 years 15,000
Suite 5100
Southeast Total: 15,000 $33,00

In the example above, the following information is shown.
For Year Starting: 04/01/2004 - The date selected when the report should be run from
Lease #: 00001A - Lease ID
Branch: Atlan (Level 3 of Heirarchy)
Property: Atlanta, GA 2143 Overflow Drive Suite 5100
Lease Term:
Commence Date: 01/01/2001
Expiration Date: 06/30/2005

Month to Month Setting: If a lease is set for Month to Month, then its associated setting is listed
here.

Renewal:

Notice Date: If there is a renewal option, this is the notice date of the option (This would be the
next renewal date after the report date)

Term: Terms of the next renewal date after the report date. Such as 5 Years, etc..
Cancellation:

Notice Date: If there is a Cancellation option, this is the notice date of the option (This would be
the next notice date after the report date)

Effective Date: When the next option becomes effective

Penalty: What charge will take place if this option is initiated. This will also be counted towards
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Contingent Liability
RSF: Rentable Square Feet
USF: Usable Square Feet

Average Monthly Cost: For the year following the report date, the average monthly cost paid out. This
includes all cost codes

Annual Cost: For the year following the report date, the total cost paid out. This includes all cost codes

$/RSF: For the year following the report date, the $/RSF. (Annual Cost / RSF) This includes all cost
codes

Lease Commitment

PlanData Systems Corp.

7122005 Page:1
Group Eastern Region
Division Southsast
As of: 01/01/2008
Lease Term Remaini
Lease # Commence RSF Average Annual Lease Te
Branch Property Expiration USF Monthly Cost Cost SIRSF Total Ci
000014 Atlanta, GA 07/01/2000 15,000 $28.183.17 $337,957.98 52253 0.
Aflan 2143 Overflow Drive 08/30/2005 15,000
Suite 5100 FIsCAL
Southeast Total: 15,000 $28. 16317 $337,957.98 $22 .53 0.1

In the example above, the following information is shown.
As of: 01/01/2005 - The date selected when the report should be run from
Lease #: 00001A - Lease ID
Branch: Atlan (Level 3 of the hierarchy)
Property: Atlanta, GA 2143 Overflow Drive Suite 5100
Lease Term:
Commence Date: 07/01/2000
Expiration Date: 06/30/2005

Month to Month Setting: If a lease is set for Month to Month, then its associated setting is listed
here. Ex. Fiscal

RSF: 15,000
USF: 15,000
Average Monthly Cost: $28,163.17 (This is for All Cost Codes) Annualized number.

Annual Cost: $337,957.98 (All Costs multiplied by the total months left in lease if less than 12, in this
case, it is for a full year and as such, 12 months are used) This number takes into account all payment
bumps.
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$/RSF: $22.53 (Annual cost divided by the RSF)

Remaining Lease Term Total Cost: The remaining cost of the Lease after one year from the Report
Date. If this report is run on 7/1/2004, we are looking at the remaining cost of the lease after 6/30/05. If
one year is past the expiration date, then we use the expiration date.

Cancellation:

Notice Date: Notice Date of a cancellation option (This is the next Notice Date after the Report
Date)

Effective Date: The date that a cancellation option becomes valid

Penalty: If there is a penalty clause for a cancellation option, it would be stored here. This also
will be added into the contingent liability if the option has been exercised.

Contingent Liability: The amount of monies owed from the Report Date on a Lease. This also takes into
consideration if a cancellation option has been exercised. This is for all Cost Codes.

Lease Commitment Schedule

tPlauD ata Svstems Corp.

7/6/2005 Page:1 Lease
Commitmant 1 2 E
Lexs=ll 5T Oy Locasion From To Annual Wonily RSF  FerASF Tl 112001 12002 1112003
001293 FL  Miami Jacikzon Bulikding D7019e 09V3Dv0L  §120,000 §10,000 11,637 10 $250,000 $120,000 $120,000 120,000

100010 06302 5130,000  $10,633 11,837 &1 $1,007,500

$1.457 500 $120,000 120,000 $120,000
Divislon - Southeast hrty 41,457,500 $120,000 £1:20,000 $120,000
Grmup - Eastem Region fotal $1.457, 500 $120,000 120,200 $120,000
Company fotal 41,457,500 $120,000 £1:20,000 $120,000

In the example above, the following information is shown.
Today's Date: Located under the Company Name, in this example it is 7/6/2005

Report Date: This is when the report was run for, in this example it is 1/1/2001. This is identified as the
first year column

Lease ID: Lease ID that the report this is run for

ST: State of Lease

City: City of Lease

Location: Building Name

From: Start date of Base Rent payments (Can have multiple payments listed)
To: End date of Base Rent Payments (Can have multiple payments listed)

Annual: The amount of money paid annually to base rent if paid for 12 months from the From Date to the
To Date

Monthly: The amount of money paid monthly to base rent from the From Date to the To Date
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RSF: Rentable Square Footage of Lease
Per RSF: Annual divided by the RSF (this is rounded to the nearest whole dollar)
Commitment Total: Total cost of Base Rent between the From and To dates

Yearly Totals: In this example 1/1/2001 - Cost of Base Rent for each year, and for each Base Rent
amount. If, in one year, you have a base rent bump, this column will show two or more payment totals.

5 Year Total: Total cost of Base Rent for the 5 years displayed

Remaining Commitment: The amount remaining owed after deducting the 5 year total from the
commitment total.

The user can modify what cost categories are to be included in this report. By default this report is run for
Base Rent, but it can be modified to be run for any or all Cost categories. For other cost categories to be
included, the Cost Category table would have to be modified. Please click here for more information

Please note that if there are mid month base rent jumps, LeaseMan will not prorate. Thisreportis
run Monthly. It will calculate based on months and not days. If thereisa mid month jump, it will
count toward that month. If for example we have a lease from 1/1/2007 till 12/31/2007, the base
rent is $350 for 1/1/1007 till 9/15/2007, and we have a bump on 9/16/2007 for $450, you would have
8 months at $350 and 4 months at $450.

37,100.00 57,100

[956,500.00) (6,500
81,274 25) (§1,274,

Netout
Master ID 001256
DO123E ™ Kashille The Masn Buliding 5302007 Base Rent §7.100.00 &§7.1000D §7.10000 &7,100O0 57,70000 §7.100.00
RE Tauss
Laaas Total LT . 5 A I A I KUK
Do1232 ™ Wemphis The Prasiey Bulging &30°2009 Base Rent (#6,500.00) (§6.500.00) (36,500.00) ($6.500.00) ($6.500.00) (§E,500.00)
Elzctric (#1,274.35) (§1.274.25) (§1.274.25) (P1.274.25) ($1.274.25) (§1,274.15)
Lagse Total { [57,778.25] (§7.778.25] (§7.778.25) |67.774.25) [§7.774.25) [57,774.05)
Mastar Lagga Net - BN i i

The Netout report is the same as the Annual Cash Flow report except that it groups leases together by
Master ID's. These Master ID's are configured in the Branch/Property ID section of LeaseMan for each
Lease. In this example, please not that at the top of the section, there is a Master ID- 001286. All leases
that have this Master ID will be grouped together. In this example 001286 and 001292. This report will
Total out each lease individually this is shown as Lease Total as well as Total all leases that have the
same Master ID together, this is shown as Master Lease Net.

Month to Month leases are handled based on the settings configured in Critical Dates/Options.

Note: All payments are considered on the first of the month. If there is a Payment Detail bump,
such as Base Rent, in the middle of the month, it will not count towards that month. It will go into
effect the following month. For example. if a Lease that has a Base Rent payment of $9200.00 on
1/1/2000 and a Base Rent bump of $10,000 on 4/15/2005, and you run a report for 1/1/2005, you
would have 4 months of $9200.00 and 8 months of $10,000. LeaseMan does not prorate amount
for split months.
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User permissions

Because of the sensitive nature of the data being tracked in LeaseMan, PlanData has created a series of
"permissions" for users. The Administrator assigns each person their User ID and password. Each
LeaseMan user can be assigned the following rights:

e View Data - allows a user to see the data in the system without the ability to modify it.
e Run Reports - allows a user to print out the data in the system.
e Modify Data - gives a user the ability to view and modify the data in the project.

e Administrate - this right gives a user the ability to perform any administrative actions, such as
database maintenance, creating new projects, modifying look up tables, assigning rights to other
users, etc. It is recommended that only few people in the organization should have this right.

To add a new user, delete an existing one, or modify user rights go to Administration > User
Permissions > Modify.

To print out the list of users and their rights select Print.

SQL

Experienced SQL (Structured Query Language) users can execute direct SQL commands to the
database right from the program. Go to Administration > SQL. A form will appear where you will be able
to type in the SQL statement. Execute it by clicking the Execute button. You may save SQL statements in
disk files for future use and then load them into the program

Please make sure that when you are entering in commands, a carriage return is not the same as a space.

Example

Select * from Building (Correct)

Select *
From Building (No Space Next to *)

(This would be considered Select *From Building) (Not Correct)

Select *
From Building (Space next to *)

(This would be considiered Select * From Building) (Correct)

Logged Users

LeaseMan allows the Administrator to see which users are currently logged on to the system. Some
administrative tasks require that the Administrator open projects exclusively. In order to open a project,
determine that no other user has the database open. To do this, go to Administrate > Logged Users.
You will see a small screen pop up, telling you who is currently logged on.
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Logged On Users @
These are the users currently
! logged inko the database;
Aa0M [PlanData Swstems Corp]

Compact Database

The Microsoft Access database grows in size when new records are added, but it does not automatically
decrease in size when records are deleted. One of the database maintenance operations is running a
compact utility from time to time. This utility is built into LeaseMan and accessible via Administrate >
Compact Database. Again, you can not compact a database if other users have it open.

Recalculate Financials

Recalculate financials is used when you would like a change to go into effect immediately. After
modifying payment details in the financials section, it sometimes is necessary to update the database with
the latest changes without leaving the record. To accomplish this, you can recalculate financials. This is
located both Under Administration - Utilities - Recalculate Financials as well as in the financials section.

When run Under Administration - Utilities, it will check ewvery lease to make sure that the critical dates and
financials are correct and logical. For example, it will warn you if a lease has an expiration that is before
a start date.

Back Up Project

Making regular backup copies of your database is an important part of administering a database system.
A backup copy is essential in the event something unexpected happens to the data or database structure.
LeaseMan keeps all lease information in an Access database, so you can create a backup by simply
creating a copy of the database file. However, as the database grows in size, this process becomes more
difficult, especially if you keep backup files on floppy disks. LeaseMan allows you to create a zipped
backup, which is significantly smaller in size than the original database. In a multi-user environment,
confirm that all users have closed the database, otherwise you will not be able to back it up.

To ZIP a file go to Administration > Backup Project item and select a Backup file name.

Restore Project

To restore or un-zip a project from a backup, go to Administration > Restore Project, select backup file,
and choose where you want to restore the file. When you are done, click OK. You cannot restore a
database with the same name as the currently opened project, you must restore it using a different name,
and then select this restored database in File > Open.

Caution: If the existing database file in the database directory and the backup copy have the same name,
you may replace the existing file. If you want to sawe the existing file, rename it before you copy the
backup file, or give a new distinct name to your backup.
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Technical Support Request Form

For technical support please see the Technical Support Request Form. It is located in the Help menu
under Technical Support Request. By using this form we at PlanData are able to process your request
for help in a more efficient manner while providing you with the best solution to your problem. The
Technical Request Form also allows you to provide PlanData with feedback for future product
development. Simply e-mail your problems and comments to us, using this form, and we will respond as
soon as possible. To make it even easier for us to identify and fix your problem, when the program asks
you if you want to send your database, click Yes.

To fill out the Technical Support Request Form:
Go to Help > Technical Support Request...
Fill out the form as completely and accurately as possible.
Click Yes to send the database.

E-mail the form to PlanData at www.PlanData.com.

Technical Support Request E|
Title First name Last name
| bt j |._I|:|hn |F'u|::u|i|:
Company Phone
|F‘IanData Systems Corp |531 4279300
Addrezz Fax
|11 Stewart Avenue |531-429-949EI
City State ZIP E-tnail address
|Huntingtu:un ||W |1 1743 |suppnrt@plandata.mm

{+ Thiz is 3 suggestion  { Thiz iz & bug

Suggestion

Thiz iz where a suggestion would go

Who st PlanData did you discuss it with?
Support ehdail | Prirt | Cloze |

Bug Reports

When filling out bug reports, the more detailed and accurate the information the better. Following is a
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brief listing of the type of information that we need to help solve your problem:

Description - a brief description of the problem encountered.

Error Message - please provide an error message if applicable.

List of Steps Leading to Problem - please provide as comprehensive a list of steps as possible that
were made prior to encountering the problem.

Can You Re-Create the Bug? - This is a very important piece of information for the following reasons:

If you can re-create the bug and we can't, chances are there is a database problem and we'll ask you to
ship us your database. We'll make the changes and ship it back.

If we both can re-create the problem, then we can pinpoint the problem and make the required

adjustments.

It is helpful to list who at PlanData you might already have spoken to about this bug.

Online Help

Open LeaseMan's online help file from the menu bar. Click on Help/Contents menu. Context-Sensitive
help is available by pressing the F1 key while working with an application or pressing the Help button

where applicable.

E? LeaseMan H

o ¢ &

Hide Back Print

Contents l Index ] ﬁearch]

v &
+ @ Project Setup & Leasetan C
+ @ Creating & “Working “/ith Prc
+ @ Other Leaze-related Data

+ @ Reports

+ @ Adrniniztration

+ @ Technical Suppart

Options
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About LeaseMan

LeaseMan is designed for those who manage portfolios of properties and need the adde
support of an automated record tracking system, although it is possible to track many ¢
aspects of a property (including financials, contacts, and user-defined data, among athe
This program concentrates on the most volatile data associated with real estate data -
Critical Dates. Leaselan is built "on top of" a relational database, which gives the user
maximum flexibility while maintaining the structure reguired in program applications.
LeaseMan also has the ability to track owned properies.

If getting a guick start is important to you, determine which information is most critical t
track (i.e.. crtical dates) and start there. As transactions occur, build up the informatior
each recard.

If you are able to enter all of your record data for each record at one time, note that the
systern has been designed to allow for orderly and systernatic input.

About this Documentation:

Az in most Windows applications, there is more than one method that can be used to
accomplish the same goal. This real estate documentation is written to show you the m
efficient methad.



Find out about the latest updates, or download latest features in the software by \isiting our Website at

http://www.PlanData.com.

Help Us Help You

If you need further assistance, please contact us at:

PlanData Systems Corporation
11 Stewart Avenue
Huntington, New York 11743

Phone: 631-427-9300

Fax: 631-427-9490
E-mail: support@PlanData

Web site: http://www.PlanData.com

Start a New Project

Once you have looked at the demo and have decided that you would like to create your own project,
these steps will show you how to accomplish that task.

1. Open the sample database

2. Select File - New Project

New Project

Template Databaze

Mewy Project Databaze

|C:1Pr|:|gram Files\Leazeman'Leazes mdb

Ok Cancel |

Help

%]

|C:1Pr|:|gram Files\LeaseMan\Sample2000 mdb

N
|

3. In the New Project Database, please type in the path to the new Project database

4. Select OK

You have now successfully created a new Project Database that is ready for the creation of its Hierarchy

Set up Project Info

After the database has been created, the first item needed to configure is what the levels of the hierarchy
will be called. Go into File - Setup and select on the bottom of the screen if you would like to use the
wizard or not. The only difference is that with the wizard, you continue to hit next and finish when
complete instead of using the tabs. For this demo, we will be using the Setup Wizard

Company Tab
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Company Specific Information

Coampany name (left repart header)
@ |F‘IanData Systems Corp.
Adminiztration Mame Cright report header)

Global Company

Marme of the top level in corporate hierarchy

Group

Marme of the middle level in corporate hierarchy

Divizion

Mame of the lowest level in corporate hierarchy

[Branch
Email Address

SMTP Server (This address will be uzed to zend mailz from the system)

Fimizh Cancel Help

Company Name - What your company is called. This is used for the reports that you can print out later
Administration Name - Administrative group of the copy. This is also used for reports

Top Level - Middle Level - Lowest Level -- This is how the levels of the hierarchy will be referred to.
Please make sure that these are correct before starting to add leases. By default these are group,
division, and branch, but you can use anything such as Country, State, City.

Email Address - Useful when sending email to tech support. This is not required

SMTP Server - This is used only when the machine is behind a firewall and you need to enter in
additional parameters .

Once the company has been setup, we next we go to Project:

Project
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Project Specific Information

Hierarchy tree-view field
f//ﬁj Building Hame w |Ceiling Heighit

L%

Space Usage User Field 1 Mame

Space Usage User Field 2 Mame

Fimizh Cancel Helg

Hierarchy tree-view field - This field determines what is seen in the tree view after the Lease ID. In this
case, the building Name would be shown.

Space Usage User Fields - These fields are used in conjunction with the Usage Section, they are
customizable to allow the user to add in additional fields in Usage. In this example, you have the ability to

add in Ceiling Height and Wall Width.

Reports Setup
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Reports Specific Information

Report Months 24
*  Fizscal vear Start Marth # 1

Global Report Fitter |

[Global repott fitter should be g walid S0 selection
fortnula. . {Leasel Lease id}="00001.4" )

Fimizh Cancel Helg

Report Months - When doing a date related report, this is the default amount of months used to calculate
the Start Date and End Date. AS always, this can be changed when the report is run

Fiscal Year Start Month # - At what month does the fiscal Year Start

Global Report Filter - Used to minimize the results of the reports to specific selections

System - Locations
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Setup §|

Company l Project l Reports System l Notes ] Report Setup ] Default Vendors l
Locations _ Treeview & Help Settings

Reports Directary [v Display inactive corporate ertities
@' |C:I'FRDGR'E"M FILES'LEASEMANRE | Display archived and cancelled leases

UL LITECory [v Dizsplary Contacts and Documents

|C:'I.F'RDGR.&|‘-.T1 FILES'LEASEMARN, ¥ Display record count on tabs

Temmparary Directry W Display bubhls-help

|C:'I.F‘HOGH.&I‘I.I1 FILES\LEASEMARN,

Iv Display help in status bar
E Log Direct
(e Y [v Prompt before exiting

[C:PROGRAM FILESLEASEMANLO . | ¥ Enshle Area Msth
Nane srea

License Sql Statement
@%\1\ Sial statement for record selection
Li D Demoversi
{\License D [Demetversion Select BLILDING Lease_ID,
Serial Mumber Max Leases Entered LEASET Leaze_summary_type,
||:||:||:||:||:||:||:||:|| |249?’5 |22 BUILDIMG Classification, BUILDING Mame,
BUILDIMG City, BUILDIMG State, LEASET P_|
zer 1D Reports “iew Modify  Administrate From BUILDING, LEASET Where
|g[:.h.1 |\( |\( |\( |v BUILLIMG Lesse_[D=LEASE] Leaze_|D
Finizh Cancel Help

Locations - This allows you to modify the locations of the supporting files for LeaseMan. An example is if
you are sharing LeaseMan with multiple users, it is easier to modify the reports directory to a location that
all users have access to, so if there is an update or a new custom report, you would not have to modify
everyone's machine only the selected Reports directory.

License - The License ID and Serial number assigned to each user allows the user to be able to input in
Leases into the database. The User ID, assigned by your LeaseMan Administrator, gives the user
specific rights in regard to the LeaseMan database, such as the ability to run reports, view data, modify

data, and administer the database.

Treeview & Help Section - Allows the user to modify the treeview of LeaseMan. This allows a user to
change what he or she will see on the screen in regards to their database.

SQL Statement - By default, this will allow the user to see all Leases entered into the system, by
changing this, you can minimize what Leases are shown.

Notes
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Hotes

Project created on Project created by
19111993 SDS

Project notes

Sample Project

Finizh Cancel Help

Notes - Ability to add in Notes about the Project. These no non printable through reports.

Month to Month Setup
Month To Month

112 Marth-to-Month options

Stop making payments an
manth-to-month leases

{* gt the end of current month
" gtthe end of calendar year
" gt the end of fizcal year

7 atthe end of lesse year

" in marths

Month to Month Setup - Allows you to define what the default Month to Month settings should be on a
project basis. These can be overwritten based on what is selected in each individual lease.

Default Vendors
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Default Vendors
Cost Code “endar Mame
I 9 Baze Rent GE Capital

ﬂi Electric Lifescapes Inc
Martgane Majestic Realty
Operating Exp. WY E Corp
Cither
RE Taxes
Storage
Trust Fee

Finish Cancel Help

Default Vendors - When adding in Financial items, such a Electric or Base Rent, you might notice that
you pay the same vendor. This section allows you to set up a default vendor for those cost codes.

Once you have gone through all these steps, you are now able to create the Hierarchy.

Create the Hierarchy

Once you have gone through setup and set up your company info, the next step is creating the Hierarchy
itself. Now there are three levels of the Hierarchy. These being a First, Second, and Third Level. IN
Company Setup, you named these levels. For this demonstration ,we will be using Division, Division and
Branch.

The first step in creating the hierarchy is to go to the Hierarchy Screen, please select the Hierarchy Icon

&

on the toolbar. Hierareh

This will bring you to the Hierarchy Screen.
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Modify  Help

& K 4 s M| OB m & . it - I

Mew  Edit

Graup
Group Code Graup Mame Group Head

F-00 UNASSIGNED

(RS IInassignesd
Group Leaze Megotistor  Group Leaze Adminstrator

v Active Group

Division
Divizion Code  Division Mame Divizion Heard

Sl

Branch
Branch Code  Branch Mame Branch Manager

Addrezss Manager PhoneFax

City State  Zip Percent ococupied

Expand &l Collapse All

By Default, when there are no items created, this will be the first screen you will see. The first step is to
create the first group.

Creating the Groups

1. Select New

2. Select Group - select continue

3. Select a Group code, it can be up to 5 characters, once complete select Finish

4. Now fill in the group information, once complete select Save

5. You will now have the first Group created. Continue to follow these steps until all Groups have been

completed.

Creating the Divisions

1. Select New

2. Select Division - select continue

3. Select where the Division should be placed.( Under the correct Group), select continue

4. Select a Division code, it can be up to 5 characters, once complete select Continue

5. Now fill in the Division information, once complete select Save

6. You will now have the first Division created. Continue to follow these steps until all Divisions have

been completed.

Creating the Branches

1. Select New

2. Select Branch - Select continue

3. Select where the Branch should be placed.( Under the correct Group and Division), select continue
4. Select a Branch code, it can be up to 5 characters, once complete select Continue

5. Now fill in the Branch information, once complete select Save

6. You will now have the Branch created. Continue to follow these steps until all Branches have been
completed.
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Once these steps have been completed, your Hierarchy will be complete. The next Step would be to add
in Companies.

Set up Companies

Companies are used in LeaseMan in a variety of ways. They are used to associate Financial Cost Codes
to a default vendor (company) and they allow to assign contacts to companies. In LeaseMan, there are
many areas that ask for Companies, such as in the Landlord/Payee section. By grouping Contacts to a
company, you have the ability to get a better handle on who is associated with assigned leases.

To set up Companies
-
1. Select View - All Companies or Select the Companies Icon on the toolbar “2MPanies
2. Select New - Fill in as much information regarding the company as you need. You can also assign
categories to the companies.

3. When complete Select Sawe.
4. Repeat Steps 2 and 3 until all your companies have been created.

Once all the companies have been created, you can now create and assign contacts to these companies

Set up Contacts

Contacts are used throughout the system. The clearly identify who a building owner is, who a landlord
might be or who the payee is.

Creating Contacts

s

1. Select View - All Contacts or select the Contact icon on the toolbar ‘-ontacts
2. Select New and type in all related information for the contact. If the contact is to be associated with a
company, please make sure that the company has been selected with the drop down box.

Please note that when using contacts in Landlord/Payee screen, they have to be associated with a
company.

Once this is completed, you can now start adding leases into LeaseMan

Create a new Data Model
Create a new Data Model:

Select Administration > Lookup Tables > Data Model from the main menu. The Data model window
will open.

Click on the New icon, located on the toolbar. A New Model tab will appear, and the Model Name will be
highlighted. Begin typing the name of your new model. For this example use the default "NEW MODEL"
title.
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[™ LeaseMan - C:\PROGRAM FILES\LEASEMAN\SAMPLE.MDB - [Data models]

Help
g 4 N I O - A I I 4 Fes e
Mew  Edit Delete Return
Data Model lookup table
Lease IOWned ] Sub Lease ]
hocel Mame Il=er Field & L=zer Fiel
Lease Right to Sublst: \&irport Di
Clazsification Il=er Field 1 Il=er Field 9 Il=zer Field
|Leased |LL Contribtion: |Rigf'rt to Assign: W
Pay 1 Descrigtion =zer Field 2 =zer Field 10 =zer Field
|Land|-:nrd: |Free Rent: |Rigf'rt of 12t Refuzal lm
Pay 2 Descrigtion =zer Field 3 =zer Field 11 =zer Field
|r-.ﬂgrnt Co |Sec:ur'rt':.f Deposit: |Rigf'rt to Audit: lm
Pay 3 Descrigption U=zer Field 4 =zer Field 12 T =zer Field
|Lega| Motice: |Hn:n|d Ot |Re|n:n::ati-:nn Clause: L lm
Comment Header 1 Il=er Field 5 I=zer Field 13 Il=zer Field
| |F'arking Spaces: |Restn:nratin:nn Red'd: m
Comment Header 2 Il=er Field 6 I1=zer Field 14 Il=zer Field
| |Cn:nmmunin::a‘tin:nns: |Tenant to Mairtain: lm
Comment Header 3 Il=er Field 7 Il=zer Field 15 Il=zer Field
| RE Broker: ILL to Msintsin: Prir *es:

Datatype | J

| B

Example of Data Table with new tab, "New Model."

Now that you have created the New Model, it is time to start defining the User fields. LeaseMan allocates
23 fields for you to define. When you have completed defining several of the fields remember to click on
the Save icon, located on the toolbar.

Click within the User Field 1 text box. The cursor will blink in the field signaling that you are ready to
define this field. You can customize the fields according to your company needs.

Click on the Save then Return icon, located on the toolbar.
Select Edit > Add New Record from the main menu. The New Record dialogue box will open.
Click on the drop-down arrow next to the Model text box, then select "New Model."

Click on the drop-down arrow next to the Branch text box and select the Branch that this record will be
assigned to.

Select a Term commences and Status for this record.

Click on the OK button.
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To view the New model, place the cursor over Miscellaneous on the Property Summary menu and click.

The Miscellaneous window will open and your new user defined fields will be prepared for data entry.

™ LeaseMan - C:\PROGRAM FILES\LEASEMANSAMPLE.MDB - [Miscellaneous]

Help
o K4 R R m 8. % i & 0
Edit: Ref
Record I
00001A
L Right to Suklet: Airport Dist:
The Turner Building M-l L Consert |5 & Miles
LL Contribution: Right to A==sign: WiEneE:
254757 5 M-l L Conzert Pond
Free Rent: Right of 1=t Refuzal Foof Right=:
|3 Moriths |Y-WJ1_L Conzert |Ru:n:|f Access
Security Deposit: Right to & it % Occupied:
50000 130 darys notice 1100
Haold Crwer % Felocation Clause: Latitucle:
0% Mo lInter-Ted
Parking Spaces: Restoration Reg'd: Longitude:
|5 Rezerved |‘r’es |On Site
Cammunications: Tenant to Maintzin: Megotistor:
|Satelite Mo M. &lbright
RE Broker: LL to Mairtain: Prior “ear Revenue:
Cushgirl & Sleepmourtsin &l (363 Million
Click. on a section to go to view and modify the data M LIk 232005 | 9

Exam ple of Miscellaneous window with three new defined fields.

To type data into the newly created field, click on the Edit icon.

Type in the data and click the Save then Return icon to complete changes.

, , , [& Preview Summary
To view the New table, click on the Preview summary button

, on the

Summary menu. Scroll down the report to the Miscellaneous section; increase the magnification to 100%

to view the report.
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