Energy Services Platform: Manual for Tenant Office Manager

Welcome to the Energy Services Platform.

This manual will cover the functionalities of the Tenant Office Manager.

Table of Content:
Section1 Getting Started (page 2)
Section 2 Requesting for HVAC/Lighting Service (page 4)
Section 3  Canceling HVAC/Lighting Service (page 12)

Section4 Setting Up Tenant User (page 14)

To Access the Platform:
OPTION 1: Direct Link

Go to www.platform.geneaenergy.com. You will be directed to the login page.

OPTION 2: From your Android or iPhone

Go to your browser and type www.platform.geneaenergy.com.

OPTION 3: Use the IVR

Dial 1-800-316-2419, and then enter your Area ID and User ID (information is in the welcome email)

For further questions or assistance, please feel free to contact Genea Energy at 714-694-0536.
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Section 1: Getting Started

As a new user to the platform, you will receive a welcome email.

BEST PROPERTIES

o -
POWERED BY: T’ Geneaq.

Johnny Smith,

You have been granted access to the 23691 Via Del Rio Genea Energy Services Platform. This fully

automated system will facilitate all of your afterhours HYAC and lighting services.

Using this system, vou can:

Request automated afterhours HYAC and lighting service.
Cancel afterhour HYAC and lighting service.

View lease information.

Wiew and print usage reparts.

Edit system users.

In order to use this system, please click the link below and you will be directed to a configuration

page that will allow you to setup your individualized user name and password.

Activate Your Account

If vou have any guestions, please contact the Best Properties Management Office at (555) 555-

5555.

Click on “Activate Your Account” to continue. You will be directed to the User Activation page. Fill out your

information and click on “Complete Your User Account Activation”.

m —

BEST PROPERTIES

roweRes BY: T enea

& User Activation

Hello Jahnny Smith,

your activation process, please select a User Mame and Passward that you will remember:

User Mame: |iohnny=mitn *
Bassnord: = .
Confirm Passuard:| | *
Email Address: jsmith@ahccaptal com *

Phone Murnber: (909) 245-4672

| &% complete Your User Account Activation |

welcome to the Genea Energy Services Platform. You're almost ready to use the site. As the last step of
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You will receive a confirmation email with the following information:

BEST PROPERTIES

FOWERED BY: r‘: Genea

Johnny Smith,

Thank you for taking the time to register as an Office Manager. Your account is fully configured
and ready to be used. For future reference, please find below your user name and passwaord
alang with instructions far lagaging in.

User Name: jsmith
Password:

Instructions for Access:

Internet:
1. Visit http://Platform.GeneaEnsergy.com
2. Enter your user name and password.
3. Click HVAC & Light Service on the left menu.
4. Follow the instructions to obtain afterhours service.

Smart Phone: (Apple & Android Qperating Systems Only)

1. Visit Platform.GeneaEnergy.com

2. Enterin your user name & password.

3. Press the [Login] Button,

4. Select an Area to contral.

5. Press the [GO] button,

6. Enterrequest information,

7. Press the [Proceed with Request] Button,

Telephone:

1. Dial (800) 216-2419

2. When prompted enter the desired Area ID:
Area ID Area Mame
101 5606 Suite 105, Entire Suite
101 2218 Suite 105, Conference Room
101 1110 Suite 105, CEQ's Office
101 8087 Suite 105, CFO's Office
101 7766 Suite 105, Marketing Office
101 6351 Suite 105, Accounting Office

3. When prompted, enter your User I0: 3
4. Follow the instructions far service.

If you have any questions, please contact the Best Properties Management Office at (555) 555~
55535,

This email has important information about your account. Please save this email for future use. Your account has
been activated and is ready for use.
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Section 2: Requesting for HVAC/Lighting Service

From your home page, there are two places that you can go to request for HVAC & Light Service.

e From the left hand menu, click on HVAC & Light Service, or,

e From the center of the page, click on the Request Service icon

My Account | Logout
Home

BEST PROPERTIES

POWERED BY: g ceneq.

6 Home Page

hank you forﬂng the Energy Services Flatform, This system is designed to allow you to control your own environment.

Using this sy3fem, you can:

E@quest automated afterhour HYAC & Lighting services,
wigw lease information, huilding holidays and rates.
Wiew and print usage reports,

Manage users that access this system,

As a Office Manager it is your responsibility to manage users that access this system.

Currently there are: [2] active useris).

" Doing Qur Part to Save Energy!

On-Demand Operation

In our continuing effort to conserve energy and reduce overall operating expenses; during periods of low ocoupancy the air conditioning and
lighting services will be provided on an as needed basis {On-Demand Period). During the On-Demand period, air conditioning and lighting
services will be immediately accessible through this system at no charge. Thank you for helping us do our part in reducing energy consumption.

To view your Lease Hours and On-Demand periods dick here:_ &)

Holiday Operation

On-Demand Minor Holidays
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You will be directed to this next page. Select the Area that you would like by clicking on the pull down arrow
under Area at the right hand top corner of the page.

My Account | Logout
Home

BEST PROPERTIES POWERED BY: @' Geneq.
Building Tenant
| Eeaw Via el Ric | [ABC Capital 1

Suite 105 -
Suite 105 - Accounting Office
Suite 105 - CEO's Office
Suite 105 - CFO's Office
Suite 105 - Conference Room
Suite 105 - Marketing Office

Entire Suite
Please select an Area from above.

Email me my Access Codes
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A calendar request page will appear. Click on the Setup New Request icon to proceed.

My Account | Logout
Home

BEST PROPERTIES POWERED BY: g5 Genea.

L 'é' J Euilding Tenant Area
2 || Eaem Via Del Rio 1 |=Hc Capital || Ismg 105 - Acoounting Cffice u
)Area: Suite 105 - Accounting Office

Weekly Calendar H Recurring Schedule Detail |

Sun 3/25 || Mon 3/26 | Tue 3/27 | Wed3/28 | Thu3/29 Fri 3/20 Sat 3/31

B (S} (S ][R (€]} [ (S} (S]] (C)][%e) (€

& on Demand || & On Demand

smen

10:00 M

sEem

For The ek 325/2012-3/3/20:2 B

*‘ HVAC & L_|ght5 5y | Lights iny Lease Hours
| Not Active o | Not Active On Demand Period

There are four simple steps in setting up a request.

Step 1 is to select the service type. HVAC & Lights or Lights Only. (If your building does not have a Lights Only
option, it will state “Not Available”).

m My Account | Logout

BEST PROPERTIES POWERED BY: 1@ Geneq

e Setup HYAC Y Lighting Service

& (5

«Jype: (¥) HUAC&Lights () Lights Only

Area:

Step 1: Saru) Suite 105 - Accounting Office

Step 2:  Start Service: [Tuzaday - July 10, 2012 ] Building Date / Time:
Tuesday - July 10, 2012 1:42 FM

Step 3: Select Desired Hours From The Contral Below:

- Cr- Start Time Hrs Min Stop Time Hr; Min

Drag Control

Day 1 - Tuesday - July 10, 2012 Day 2 - Wednesday - July 11, 2012

L2am | | | | | l@m] | JMeon| | | | I6emJ| | | | [i2am| | | | | | 8amj | [Meon| | | | IGem| | | | 1l2am

Lease Hours {No Charge) Lease Hours (No Charge)
Start p

01:42 AM dnesday - July 11, 2012}

step (&) Mo recurrence () Recur this week () Recur weekly

Total Hours Requested: 12:00 Hrs
Total Billable Hours: 7:30 Hrs

{ A Cancel I l @_) Apply Schedule ]

For Assistani

Energy Services Platform @Copyright 2009-2012 Genea Energy Partners, Inc. All rights reserved. Patent and Patent Pending protected: US 7,774,245 B2,
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Step 2 is to select the start service date. Use the small calendar icon and select the service date.

m My Account | Logout

BEST PROPERTIES

POWERED BY: g genea

@ Setup HVAC Y Lighting Service

Step 1 Sarvica Typs: () HVACE Lights () Lights Only Suite 105 - Accounting Office

Step 2 Start Servicet [Tuscday - luly 17, 2012(/@ Building Date / Time:
P July, 2012 Tuesday - July 17, 2012 1:25 PM

¥
Step 3:  Select Desired

Su Mo Tu We Th Fr Sa
25 26 27
2 3 4
9 10 11
t6[ 17] 18
23 24 25
30031

Drag Control

Today: July 17, 2012

step 4 (3) Morecurrence () Recurthis week (O Recur weekly

Total Hours Requested: 12:00 Hrs
Total Billable Hours: 7:15 Hrs

l A Cancel J l @ Apply Schedule J

Energy Services Platform

@Copyright 2009-2012 Genea Energy Partners, Inc, All rights reserved. Patent and Patent Pending protected: US 7,774,245 B2,

Step 3 Select the desired hours for the HVAC/Lighting service by choosing the start and stop time from the pull
down menu. On the right bottom corner you will see the number of billable hours.

m My Account | Logout

BEST PROPERTIES POWERED BY: @' geneq

9 Setup HVAC Y Lighting Service

Area

Step 1: Service Type: (3) HVAC&Lights () Lights Only Suite 105 - Accoeunting Office

Step 2:  Start Service: [Friday - July 20, 2012 i) Building Date / Time:
Tuesday - July 17, 2012 1:25 PM

Step 3: Select Desired Hours Fram The Control Below

Drag Cantrol

Step & @ Mo recurrence (O 1a s week (O Recurweekly
11 otal Hours Requested: 4:00 Hrs
12 Total Billsble Hours: 4:00 Hrs

{ A Cancel J { @ Apply Schedule J
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Step 4 Choose whether or not the request will recur. If this is a onetime request, choose No recurrence.

For recurring requests, choose whether the request will repeat again this week only or to recur weekly.

m My Account | Logout

BEST PROPERTIES FOWERED BY: '’ Geneaq.

@ Setup HVAC Y Lighting Service

:': st

Step 1: Fervice Type: (5) HVACELights () Lights Only Suite 105 - Accounting Office
Step 2 Start Service: [Friday July 20, 2012 B Building Date / Tirme:

Tuesday - July 17, 2012 1:25PM
Step 3: Select Desired Hours From The Contral Below:

Drag Conteal

Day 1 - Friday - July 20, 2012 Day 2 - Ssturday - July 21, 2012

2am | | | | | |8mJ} | [Neoa} | | | IGm]| | | | Qi2sm| | | | | | [8am] | |MNeea] | | | I&m]| | | | 12am
(4] [l

04:00 PM {Friday - July

Step (@ Mo recurrence () Recur this week () Recur weskly

Total Billable Hours: 2100 Hrs

Total Hours Requestad: 4100 Hrs ‘

L A cancel J L@ Apply ScheduleJ

For the Recur weekly option, you will need to specify the End Recurrence date of the request. The default is the
lease expiration date. When you are done, click the Apply Schedule button.

My Account | Logout
Home

BEST PROPERTIES POWERED BY: '’ Genea.

9 Setup HWAC Y Lighting Service

A
fArea

Step 1: Service Type: (3) HVAC & Lights () Lights Only Suite 105 - Accounting Office

Step 2:  Start Fervics: [Fridap - July 20, 201 | Building Date / Time:
Tuesday - July 17, 2012 1:25 PM

Step 3: Select Desired Hours From The Cantrol Below:

Drag Control

Day 1 - Friday - July 20, 2012 Day 2 - Saturday - July 21, 2012

L2am | | | | | |&am| | |Meea] | | | I6em] | | | Qi2am| | | | | | [8am] | |Meon] | | | |Gm] | | | 12am

04:00 PM (Fr

Step 4: O Mo recurrence () Recurthis week (8 Recur weekly

Total Hours Requested: 4100 Hrs
Total Billable Hours: 2:00 Hrs
[ Monday [ Tuesday [ Wednesday [] Thursday [#] Friday [] Saturday [] Sunday

End Recurrence@ni [December 21, 2020 (] 24 Hours O I. SSakancel J \_ & apply SchedulBJ
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A popup window will appear asking you to confirm your request. At this time, you will have the opportunity to
add additional information for the request. This can be a description of the meeting, a case number, a client name
or other information to identify why the request was made. Once you are done, click on Proceed with Request.

Please confirm that you are requesting HVAC & Lights Service for the
following:

Request Type Start Time End Time
Scheduled Friday D7/20/2012, 4:00 PM Friday 07/20/2012, §:00 PM

For additional reference, you may tag this service reguest with 8 comment:

harketing heeting with Jim Brown

l ) Proceed With Request H A tancel J

You will be returned back to the request calendar page. The page will show the request in dark grey color.

————————
My Account | Logout
Home

BEST PROPERTIES POWERED BY: o’ Genea.

Region Building Tenant Area

| Westem | 23601 via Del Ris | IABCCapE | |Suite 105 - Accounting Office

Area: Suite 105 - Accounting Office m
Weekly Calendar [ Request Detail H Recurring Schedule Detail ]

Sun 7715 Mon 7/16 Tue 7/17 wWed 7/18 Thu 7/19 Fri 7/20 Sat 7/21

& 0n Demand | % On Demand

12:00208
200 AM
4:00M
00

8:00 AW
1W0:00AH

12:00 PM

200Pm

4:00PH

£:00PH l j
8:00PM —

10:00 P
[[Email me rmy Access Codes | | =™
For The Weel 7,/15/2012-7/21 /2012 [ \/

xf‘ HWALC & Lights Lights Only Lease Hours
) | Mot Active Mot Active on Demand Period
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If you want to see the request detail again, you can go to the calendar page and click on grayed area.

————————
My Account | Logout
Home

FOWERED BY: g
BEST PROPERTIES & cenea
/ Region Building Tenant Area
| Westem | 23601 via Del Ris | s Capital | |Suite 105 - Accounting Office

Area: Suite 105 - Accounting Office m

Weekly Calendar " Request Detail H Recurring Schedule Detail ]

Sun 7/15 Mon 7716 | Tue 7/17 | Wed /18 | Thu 7/19 Fri 7/20 Saf 7/21
. 5 5 s s . .
& on Demand | " On Demand
12:00aM
2:00 AM
4:00 AM
00 AN
8:00 AW
1W0:00AH
12:00 PM
200Pm
4:00PH
£:00PH I
8:00PM
10:00 P l

[ Email me my Access Codes L \/
T e For e ek 7151201272201 B

3:. HWALC & Lights Lights Only Lease Hours
) | Mot Active Mot Active on Demand Period

A popup window will appear to show the detail of your request.

HVAC & Lights Service
Delete Name Start Time End Time Status | Source

Johnny Smith Tr20/2012 4:00:00 PM | 7/20/2012 §:00 PM Pending | Internet
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You can also see the request detail by clicking on Request Detail tab.

M

My Account | Logout

Home
POWERED BY: T senea.
BEST PROPERTIES ol
Region Building Tenant Area
I\mestam | IZEEQ1 Via Del Rio || IAEE Capital | ISu\ta 105 - Aceounting Office

.+ Setup New Request Area: Suite 105 - Accounting Office

P N
W)ﬂring Schedule Detail ]

First Last Hours

Requested

Delete Start Time

ServiceType

::’120-Ju\-2012 04:00 4 Hrs 0 Min

Status

Pending | Internet

Source

Comment

Marketing Meeting with Jim
Brown
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Section 3: Canceling HVAC/Lighting Service

If you want to cancel an HVAC/Lighting request, go to the calendar page and click on the request (grey area).

————————
My Account | Logout
Home

POWERED BY: g
BEST PROPERTIES '%.cenea
/| Region Building Tenant Ares
IWeslern | |23591 Via Del Rio | IABC Capital | ISulte 105 - Acsounting Office

Area: Suite 105 - Accounting Office m

weekly Calendar " Request Detail H Recurring Schedule Detail ]

Sun 7715 Mon 7716 | Tue 7717 | Wed 7718 | Thu 7/19 Fri 7720 Sat 7/21

‘ On Demand “ On Demand

120000
200AM
4100
&:00

800 AM
100040
1200

200PM
a00PM
Emem
s00mm
10:00 PM

Email me my Access Codes = \/
— o sk 7520272472012

g:‘ HWALC & Lights Lights Only Lease Hours
) § Mot Active Mot Active On Dermand Period

A popup window will appear to show the detail of the request. Click on the X icon under Delete to delete the
request.

HVAC & Lights Service
Delete Name Start Time Status | Soeurce

Johnny Smith FA20/2012 4:00:00 PM | 7/20/2012 §:00 PM Pending | Internet
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A popup window will ask you to confirm on deleting the request. Click OK to proceed.

The page at platform.geneaenergy.com says:

=)

Proceed with deleting the service request For 7/20/2012 4:00:00
7

tus

Source

poypy

The request will be deleted. After a few seconds, your calendar page will refresh itself showing that the request is
no longer in the system.

M

BEST PROPERTIES

Email me my Access Codes

My Account | Logout
Home

FOWERED BY: TG caneq.

Area: Suite 105 - Accounting Office

weekly Calendar ” Recurring Schedule Detail ]

/| Region Building Tenant Area
|iastem | 23591 via Del Rio | IABCCAE\ta\ || Suite 105 - Accounting ftice

Sun 7f19 Mon 7716

Tue 7/17

%) (0]

Thu 7/19

4 (0]

Fri 7720

Sat 7/21

12:00 A4
200 Am
400 Am
00 Am
.00 8
10:00 2340
1200
oamm
a0amm
&oamm
a0amm
1000 P

1w

“. ©n Demand

‘ ©n Demand

| Previous Week

For The Week 7/15/2012-7/21 /2012 [

HYAC & Lights
': Mot Active

Lights Only
Mot Active

Lease Hours
©n Demand Period
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Section 4: Setting Up Tenant User

As a Tenant Office Manager, you have the ability to setup other users and give them the rights to request
HVAC/Lights Service. From your home page, there are two places to do this.

| | | Home

BEST PROPERTIES

My Account | Logout

POWERED BY: " Geneq.

Energy Services Platform — Office Manager

ge

9 Home Page

Thank you for using the Energy Services Platform. This system is designed to allow you to control your own environment,

Using this system, you can:

Request automated afterhour HWAC & Lighting services.
Wiew lease information, building holidays and rates,
wiew and print usage reports.

Mage users that access this system.

a5 a Office Manager it is vour responsibility to manage users that access this system,

Currently there are; [2] active user(s),

- Doing GQur Part to Save Energy!

On-Demand Operation

In our continuing effort to conserve energy and reduce overall operating expenses; during perinds of low occupancy the air conditioning and
lighting services will be provided on an as needed hasis (On-Demand Period). During the On-Demand period, air conditioning and lighting
services will be immediately accessible through this system at no charge. Thank you for helping us do our part in reducing energy consurmption.

Tao view your Lease Hours and On-Demand periods click here:_ &

Holiday Operation

On-Demand Minor Holidays

You will be directed to the Manage Users page. To setup a new user, click on the New User icon.

My Account | Logout
Horne

BEST PROPERTIES POWERED BY: gl Genea

Region Building Tenant Area

Y
IWEStEm | I23591 Wia Del Rio | IABE Capital | ISulte 105 - Entire Suite H
& Manage Users

Tenant: 4BC Capital

New User

Delete MName & Email Role Access Level | Status

Phone Phane
User ID Area ID

101-6351
101-1110
101-8087
101-3218
101-5606
101-7766

Areas

Suite 105, Accounting Cffice
Suite 105, CEQ's Office
Suite 105, CFO's Office
Suite 105, Conference Room
Suite 1035, Entire Suite

Suite 105, Marketing Office

Johnny Smith | pchandra@geneaenergy.com | Office Manager | Office Manager | Active

[ Ernail e my Access Codes
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Fill out the information of the user: First Name, Last Name, Email, Phone Number and select the User Access Level
that you want to assign to them. Here is a brief description of the different levels:

e Office Manager — User with access to all areas within a suite. Also has permission to setup/edit users.
e AC and Lights User — Users with access to both AC & Lights.

e Lights Only User- Users with access to only Lights

e Lease Hours Only — Users with access to make request only during stated Lease Hours

e Restricted User - Users restricted to a particular area within a suite

My Account | Logout
Home

BEST PROPERTIES POWERED BY: g’ genea

Region Building Tenant Area

IUIfastam | Izaam Via Del Rio | IAEE Capital | Isma 105 - Entire Suite ﬂ
& Manage Users m

Tenant: ABC Capital

Enter User Information

First Marme: |EIDb |*

&3 User Admin Last Mame: |Smith |*

?P\story
&) Reports

Email: | hob@@abccapital.com

&) Training Wideos
® 2 Fhane Number: [(213)123-4567 |

Disable Email Service Request Confirmation: [

Phone Access User 1D | 5407
User Status:

Did you kno

You can also req
conditioning and lighti
over the telep

Email me ry Access Codes

Select Areas For This User Tenant Area Description (Cptional)

) Office Managar [ suite 105, Accounting Office | |

(@ AC and Lights User | |

O Lights Only User

(O Lease Hours nly User | |

(O Restricted User Suite 105, Conference Room | |
| |
| |

[ suite 105, CEQ's Office

[ suite 105, cFo's Cffice

For Assistance Call: [ suite 105, Markating Office

[ Suite 105, Entire Suite

i’ ok I I A Cancel ” #] Apply ‘

You will be directed to the page that shows all the users for the area.

————————
My Account | Logout
Heme

BEST PROPERTIES FOWERED BY: g’ Genea

Area

Region Buildin Tenant
| Westem | 23601 via Del Rio | |ABC Capital | |Buite 105 Entire Suite ]
e Manage Users m

Tenant: &BC Capital

-

ation Phone Phone
X EMM““@
%3 User Admin History
Johnny Smith | pchandra@geneaenergy.com | Ofice Manager| Office Manager | Active | 3217 | 101-6351  Suite 105, Accounting Office

&3 Reports
& Training Wideos

101-1110  Suite 105, CED's Office
101-8087 | Suite 105, CFO's Office
101-3218 | Suite 105, Conference Room
101-5606 | Suite 105, Entire Suite
101-7766 | Suite 105, Marketing Cffice

LN #K |BobSmith  bob@abccapitalicom Tenant User A< and Lights | Pending | 5407 | 101-6351  Suite 105, Accounting Office
101-3218 Suite 105, Conference Room
Did you kno

You can alsa req
conditioning and lighti
over the telep

Email me my Access Codes |
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