COMMERCIALCAFE TENANT PORTAL GUIDE

This guide provides you, a Tenant Portal user, with a short explanation and instructions on how to use
the most popular features of the Tenant Portal.

The topics discussed in this guide are:

Tenant Registration

Contact Information and Password Change
Lease Profile

Make Payments

Documents

Account Activity

Sales Data

If you have questions regarding your account, please feel free to reach out to your property manager or
use the Billing and Account Questions link on the login page.

TENANT REGISTRATION

User must register to use the Tenant Portal. Submit a Payment Portal New Account Set-up through
Boxer’s Tenant Center.

You'll receive an email invitation inviting you to register to use the Tenant Portal. Within the email
there is a link to the website along with instructions on registering.

Dear John Doe,
Welcome to our Tenant Portal.
We have established your Tenant Portal account with vour cumrent information on file Your usemame is

your email address (JohnDosf@email. com). You can change it after activating your account.

To complete your instant Registration, click on the link below and create your password and aclivate your
account on our Tenant Portal.

Click here

Once activated, your Tenant Porial account will provide you online access fo!

Instant Registration to Tenant Portal

Enjoy 24/7 self-service account management
Check your balances and make paymenis
Schedule recurring auto-payments for rent and other dues

After completing the Instant Registration page, you'll receive a second email confirming your
completion of the registration process.



Once logged in to the Tenant Portal, the system lands on the ‘Leases’ page, showing you Lease(s) on
your Profile.

BOXER PROPERTY"®

L Bl

]

Single Lease — Directs you to the Home Screen of the Lease
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Lease Selection

In the top right corner of the screen, you can click on your name for drop-down selection of My Profile,
Change Credentials, or Log Out.
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3100 East 45th Stroot LLC, Cloveland, OF

e My Profile: Allows you to Change/Update ‘User Profile’. This screen allows you to

update your name, address, and contact information.
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User Profile

e Change Credentials: Allows you to Change/Update email and password.

The password can be changed by clicking on the Change Credentials in the drop-down
menu.

BOXER PROPERTY" B tosses

Change Credentials

equired fiids

e Log Out: Allows you to Log Out of the Portal
To log out of click Log Out in the drop-down menu.



Leases
Select the Lease to view.
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Blerown sugartic bruga e 5100 East 45th Strest LLC, Cleveland, OK

ZT— com 0 Banc A el San 6

When you ‘SELECT’ the lease under ‘Lease Selection’, the system lands on the ‘Home’ page, showing
you Lease Profile, Make Payments, and Documents tabs.

Home

The Home Tab allows you to view the Balance, Manage Autopay, shows Documents, and the New
Feature ‘What We Need from You'.
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C Manage Autopsy

+ A Home

Lease Profile What We Need From You Documents

Currently there are no pending item: _100720_1022_1022.pdf

Make Payments

_100720_0922_0922.pdf
M ocuments

nt_Statement_100720_0822_0822.pdf

nt_Statement_100720_0722_0722.pdf

In the top left corner of the screen, you can click the drop-down next to the Property name to view
associated lease(s).
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LEASE PROFILE



The Lease Profile tab allows you to review information regarding the Contacts, Spaces, Charge
Schedule, Clauses, and Options relating to your lease.

Contacts
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Charge Schedule
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Lease Profile

Contacts Spaces Charge Schedule Clauses

Devan Hayes
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yardiccafesboxerangulari@gmail.com

(216) 288-3410

Lease Profile
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Lease Profile
Contacts Spaces Charge Schedule Clauses
utility 26965
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End Date

7/31/2031

Monthly

Monthly

Monthly

Options

brownsugardanceacademy.zzo

options

options

Move-in Date

8/1/2021

Billing Frequency

Monthly

Monthly

Monthly

Items per
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No Records Found.
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MAKE PAYMENTS

The Make Payment tab allows you to Make Payments, review your Accounts, review your account
Activity (Ledger payment and charges activity), and Pending Activity (payments in process.)
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Make Payments Accounts Activity Pending Activity
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Online payments are processed and reflected daily on tenant accounts at 2:30 PM CST.
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Make Payments

The Make Payments tab allows you to add Review your Balance, Pay Now, Manage Auto-pay, and
review your Current Outstanding Charges.



Balance
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Make Payments Accounts Activity Pending Activity

Online payments are processed and reflected daily on tenant accounts at 2:30 PM CST.
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Making Payments

Once a payment account is set up, Tenants have the ability to submit One-time payments or set up
Auto-Pay.

One-Time Payment

One-time payments are posted on the same day if the payment is received before the 2PM Central
cutoff time.

To submit a One-time payment, the user will click on the Pay Now button.
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Select Payment Account



Payment x

Payment method:

Select Payment Account  ~ )+ Payment Method
Brown Sugar LLC Chi

© Late Fee, 15% of $5148.42 2/6/2022 77226 2400 74826

nts (8) Balance (3)

748.26
O Late Fee, 15% of $1518.36 3/6/2022 22775 000 22775 -
O Late Fee, 15% of $1091.91 4/7/2022 163.79 80.00 8379 -
O Late Fee, 15% of $3156.35 5/6/2022 473.45 0.00 47345 5100:
() I ate Fan 15% of $3R02 45 araI022 smns2 ann 87052

Payment

Payment method:

Select Payment Account ¥+ Payment Method

O Late Fee, 15% of $5148.42 2/6/2022

Late Fee, 15% of $1518.36 3/6/2022

O Late Fee, 15% of $1091.91 4/7/2022

O Late Fee, 15% of $3156.35 5/6/2022

Read and accept the Terms and Conditions

Payment ®

Payment Info

it: $748.26

t Account: Brown Sugar LLC Chk ***** Payment Arm

Amount (S) Total (5)
748.26 74826
Extra Payment 0.00

Total Payment 748.26

| have read and accept the Terms and Conditions

Submit Payment

Submit Payment

Payment confirmation screen will display.



Payment

Payment is pending and is not yet reflected in the ledger.

Your payment was successful. A confirmation email has been sent to yardiccafe+boxerangulari@gmail.com

If you would like your charges paid automatically every month, please set up an automatic payment. You can access payment details anytime from the Payments

page.
Payment Details
602810559 12/5/2022 Brown Sugar LLC Chk ***** $748.26
Close
Accounts

Accounts screen display Bank Accounts associate with the selected Lease.
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- Make Payments Accounts Activity Pending Activity
Brown Sugar LLC v —_—
3100 East 45th Street LLC | Cleveland
Bank Accounts ¥ + Add Bank Account
Use the bank accounts listed below to make payments or schedule monthly automatic payments. Learn More
@  Home
-
I Brown Sugar LLC Checking

Lease Profile
1+ BB Make Payments
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SETTING UP PAYMENT ACCOUNT

Prior to making payments, a payment account must be set up. Boxer Property Management accepts

payments made directly from your bank accounts, credit cards, or debit cards. A service fee is charged at

the time of payment for the use of credit cards and debit cards. See fee structure below:

Bank Accounts [No service fee

Credit Cards  |Service fee of 2.50% at the time of payment

Debit Cards For payments up to $999.99 the service fee is $3.95 at the time of payment
For payments greater than 5999.99 and up to 51,999.99 the service fee is 54.95 at the time of payment
For payments greater than $1,999.99 the service fee is $9.95 at the time of payment

Once a payment account is set up, you can update, delete, and add additional payment accounts within
the same tab. Please note a payment account must be removed from Auto-pay before it can be deleted.

Add Bank Account



To add a Bank Account, click on the Add Bank Account button within the Payment Accounts tab.
BOXER PROPERTY " |§] Leases A

Payments

Make Payments Accounts Activity Pending Activity

Bank Accounts v + Add Bank Account

Use the bank accounts listed below to make payments or schedule monthly automatic payments. Learn More

E Brown Sugar LLC v

3100 East 45th Street LLC | Cloveland

Th Brown SugarLLC Checking®
Lease Profile

+ B Make Payments

M\ Documents

Add Bank Account

For your protection, new bank accounts must be verified before you can use them to make payments. To verify that
this is your bank account, Yardi Systems will make a nominal deposit into your account in a random amount. Please
allow 48 hours for the deposit to appear. After the deposit has been made, please note the amount that was deposited,
log in to your Tenant Portal account, click the Verify button next to your bank account, and when prompted, enter the

exact amount that was deposited. After completing this ion process you can begin using your
bank account to make payments.

@® Business Account O Personal Account

Account Name

Routing Number (9 digits)

Account Number (3-17 digits)

Confirm Account Number

Account Type - Select -

Set Default

SAVE CANCEL

Enter your bank account information. If you are unsure about your routing number or account number,
please verify the information with your bank.

Once all information has been entered, click on the Save button. The below message appears:

Bank account added and will be available for payments after verification.

You will receive a “Bank Account Added” e-mail confirmation in the following format:



Dear s

This email confirms your addition of a new bank account to your Tenant Profile. Please review the account information below and keep this
email for your personal records.

ACCOUNT INFORMATION
Account Name:

Routing number:
T Y

Account number:
ET89

Account Type:
Checking Account

Your new bank account is pending verification. To verify your bank account, Yardi Systems will submit a deposit labeled Bank Verify of less
than one dollar to your bank account. After you see this amount deposited to your bank account, log in to your Tenant Portal account and

confirm the amount that was deposited to complete the verification. Allow 48 hours from the time when you added your bank account for the|
deposit to appear.

To view your bank accounts, please log in to your Tenant Portal account at:
https://commercialcafe.securecafe3.com/TenantPortal/CommercialLeasing/UserLogin.aspx?

Your security is important to us. If you did not authorize this change, please contact your property manager immediately.

At this point, you will need to check your bank account for a test deposit. This should occur
within 48 hours. On the tenant’s Payment Accounts tab, an additional section will appear for Bank
Accounts Pending Verification. You will not be able to use bank accounts which are pending verification.

Make Payments Auto-pa

ification

se click t Ver

Name on Account Bank Transit Number Bank Account Number Account Type

+rer* AGEE

Clicking on “Verify” will display the below screen. Here the tenant must enter the amount deposited into
the listed bank account. Note: the portal restricts the number of verification attempts. If a tenant exceeds
the number of permitted attempts, the bank account is locked and no longer displays in the portal. If
assistance is required to unlock the bank account, please contact your property manager.



Verify Bank Account

To verify your bank account, enter the amount that was deposited by Yardi
Systems.

Account Name
Routing Number
Account Number R

Account Type Savings Account

Amount Deposited To Bank Account

VERIFY

After successful verification, the bank account will be available for payment and it will appear in the
Payment Accounts tab.

Bank account verified and available for payments.

Make Payments Auto-pay Setup Payment Accounts

Bank Accounts

Use the bank accounts listed below to make one-time payments or schedule monthly automatic payments. A service fee of will
be charged at the time of payment. The property management company does not receive any portion of this fee. » Learn More

Bank Transit Number Bank Account Number Account Type m
**4*6789 Checking et |

Additional Information

. Verification transactions will have the charge description “Bank Verify” to help tenants identify
the transaction amount to use for verification.

. If the verification transaction fails (i.e., returned due to Invalid/Closed Account), the tenant will
be notified via email and instructed to add a new account.



EDIT BANK ACCOUNT
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Payments

Make Payments Accounts Activity Pending Activity

Bank Accounts v + Add Bank Account

Use the bank accounts listed below to make payments or schedule monthly automatic payments. Learn More

@} Home
T Brown Sugar LLC Checking * @
Lease Profile
@ Edit
1+ BB make Payments W Remove

M pocuments

Edit Bank Account

Bank Anywhere
[[123450780], 123456780123 11234

Routing Account  Check
Number Number  Number

Business Account  Personal Account

Account Name Brown Sugar LLC

Routing Number (9 digits)

Account Number (3-17 digits)

Account Type Checking Account

Set Default

You currently have an active payment that is pending processing with Account. Once the payment has been processed,
you will be able to Edit this Account.

CANCEL

Credit cards and debits cards are not accepted in the state of Colorado and Massachusetts. Subject to
change at any time.

Adding Credit Cards
To add a Credit Card, click on the Add Credit Card button within the Payment Accounts tab.

You will be directed to the Yardi Card Services page. Enter your card information and click on the Save
button.



Yardi Card Services

Card Details

CARD INFORMATION BILLING ADDRESS

VISA S oscove Countn? United States N

Address Line 1*

Card Number*
Address Line 2

Name on the Card*

b ot Month ¥ | Year ¥ .

State v
CVV Code * ]

_| | have read & agree to the terms & conditions.
Fields marked with {*) are required.

wpﬂ'ﬁﬁ Cancel m
—

The infarmation on this form is collected to process o payment card transaction. It wil be stored on aur secure servers in Texas, For
inf  abaut this collection or how to obtain access to of correct your personal information yau may contact our privacy officer at
ardi.com

You will receive a confirmation email of the added payment account.
Adding Debit Cards
To add a Debit Card, click on the Add Debit Card button within the Payment Accounts tab.

You will be directed to the Yardi Card Services page. Enter your card information and click on the Save
button.

Yardi Card Services

Card Details

CARD INFORMATION BILLING ADDRESS

Country* -
VISA gim2d oscover United States x
Address Line 1*

Cord Number*
Address Line 2

Mame on the Card*

bap Dot Month * | Year ~ State®
e State v

CVV Code * (]
~| I have read & agree to the terms & conditions.
Fields morked with (7] are required

w !2§',§ Cancel

The information on this form is collected to process o payment card transaction. It wil be stored on our secure servers in Texas, For
Lt this coliaction or how ta Obtain GCCESS ta OF COMTECt your personal INformation you may Contact our privacy officer at
ardi.com.

DOCUMENTS



The Documents tab allows you to access your Lease Documents, Statements, and Other Documents.

Lease Documents

Click on the Document to open the DOCUMENT Viewer window. You can View, Download, or Print the

statement from this window.
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Lease Documents (2) Statements
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Statements

AU
Other Documents
ms per page 10 1-20f2
AU
Other Documents

0]

& Download ¥
S print ¥

Items perpage 10 ¥ 1-20f2

Click on the Statement to open the Statement Viewer window. You can View, Download, or Print the

statement from this window.
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tatement_100720_1022_1022,pdf
- Statement

@l Home

Lease Profile
@ Statement_Statement_100720_0922_0922.pdf
POF - 8/15/2022 - Statement
Make Payments

v i) Documents Statemen! ement_100720_0822_0822.pdf

Other Documents
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tatement_Statement_100720_1022_1022.pdf @
@ Home A oo ont

& Download ¥

Lease Profile

Sprint ¥
[ StetementStatament-i00720_a22l 0822 pdf

#0F - 8/15/2022 - Statement
Make Payments.

2 i) Documents Statement_Statement_100720_0822_0822.pdf
POF - 7/15/20

Other Documents

Click on the Other Documents to open the Other Documents window. If there are documents to view
you can View, Download, or Print the document from this window.
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Lease Documents Statements Other Documents
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No documents to display

fat  Home
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Sales Data
The Sales Data tab allows you to enter sales data into CommercialCafe.
Login to your account on CommercialCafe.

Click on the Sales Data tab on the left side panel.
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111/2023 -12/31/2023 Quarterly December e—
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Jon 2023
+I2 salespate sep 2023
bec 2023

Total 000 000
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Note the Sales Period in the upper left. If you need to enter sales data for a previous period, click on the
Previous Period button. If you need to enter sales data for the next period, click on the Next Period
button.

PLEASE NOTE: Existing sales data in previous periods are populated from Boxer’s accounting system.

Enter the sales amount for the applicable sales month in the Actual (S) column.
To add an attachment, click on the Upload button in the attachment column and attach the sales report.

Once completed, click on the Save button in the bottom right.



