Ve
%, Genea

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:
Section 1  Getting Started (page 2)
Section 2 Requesting for HVAC/Lighting Service (page 4)
Section 3 Canceling HVAC/Lighting Service (page 12)

Section 4  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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You will receive a confirmation email with the following information:

BEST PROPERTIES

Johnny Smith,

Thank you for taking the time to register as an Office Manager. Vour account is fully configured
and ready to be used. For future reference, please find below your user name and password

alang with instructions for logging in.

User Mame: jsmith
Password:

Instructions for Access:

Internet:
1. Visit http://Platform.GeneaEnergy.com
2, Enteryour user name and password.
3. Click HVAC B Light Service on the left menu.
4

Fallow the instructions to obtain afterhours service.

Smart Phone: (Apple & Android Operating Systems Only)
Visit Platform.GeneaEnergy.com

Enter in your user name & password.

Press the [Login] Button.

Select an Area to control.

Press the [G0] button.

Enter request information.

Press the [Proceed with Request] Button.

Telephone:
1. Dial (800) 316-2419
2. When prompted enter the desired Area ID:

Area ID Area Name

101 5606 Suite 105, Entire Suite

101 3218 Suite 105, Conference Roam
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 ID: [
4. Follow the instructions for service.

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

5535,

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.

POWERED BY: r‘: Genea
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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: '@ genea.

& ilaiadie] Building : Tenant S Area

All (6) Tenant a5
Suite 105 - Entira Suite
Suita 105 - Accounting Office
Suita 105 - CEQ's Office

Suita 105 - CFO's Office

Suita 105 - Confarance Room
Suite 105 - Markating Office

| Welcome - i Please select an Area from above.
Johnny Smith

{Last visit: 2/27/2012 3:40PM

conditioning and |
over the tele;

[ Email me my Access Codes |
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Step 2 is to select the start service date. Use the small calendar icon and select the service date.

\ My Account | Logouf:
l‘ Home

BEST PROPERTIES POWERED BY: "% Genea

@ Setup HVAC \ Lighting Service

‘Welcome 4 (ke | h'}
{Johnny Smith l%nf | o | Arear
{Last visit: 7/17/2012 11:08/AM _ T i Suite 105 - Accounting Office

Step 1: Servica Typer (3) HVAC&Lights () Lights Only

Step 2:  Start Service: [Tuesday < July 17, 20“‘(@ Building Date / Time:
T - July 17, 2012 1:25 PM
BE July, 2012 ] vesday - July 1

Su Mo Tu We Th Fr Sa

24 25 26 27 28 29

'-li i 5 ——— =
-or- s 1 2 3 4 5 6 in |PM v Stop Time mz‘ms

awontrol 8 9 10 11 12 13 14

Day 15 16 18 19 20 21 T Day 2 - Wednesday - July 18, 2012
am | | | |1 je| 22 232425 26 27 2B\ | yuzamg | | f | | fsam| | fNesal | | | Ispml I | | 12m

easeeeas © 0 1 1 2 3 4 [4] = ]
Lease Hours (No Cha,
Today: July 17, 2012 ST Sses e ¥

01:25 PM (Tuesday - July 17, 2012)

Step 4 (9 Morecurrance (O Recur this week (O Recur weekly

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

l X tancel [ | & apply Schedule I

For Assistance

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.

ﬁ My Account | Logout
|
y _

BEST PROPERTIES POWERED BY: g5’ genea.

& Setup HVAC \ Lighting Service

() —
LA
Step 1: Servics Type: (3) HVAC&Lights (O Lights Only Suite 105 - Accounting Office

Building Date / Time:
Tuesday - July 17, 2012 1:25 PM

Step2:  StartService: [Friday - July 20, 2012 ]

Step 3: Select Dezired Hours From The Control Below:

 Select Hours — T
-or- Start Time ‘Zl -Mln W m"ln PM v
Drag Control

02 20, 2012 Day 2 - Satuvdav July 21, 2012

Pt2ami |} 1 1 | [8am] | [Nesa] Lobiseaj || | t2am

Las22 Hours (Mo Charge)

3tal Hours Requested
Total Billable Hours

I XK Cancel 1 E‘f Apply Schedulef

For Assistance Call:
{555) 555-5555 J
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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 07/20/2012, 4:00 PM Fridsy 07/20/2012, 8:00 PM

For additional reference, you may tag this service request with a comment:
[Marketing Meeting with Jim Brown

| € Proceed with Request || X cancel |

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

e e e e e
My Account | Logout
Home :

BEST PROPERTIES

: g
POWERED BY: 7! Genea.

Buildin Tenant Area
[ | l23ﬂ1 Via Del Rio l IABC Ciellal [} ISuHe 105 - Accounting Office E

Welcome Area: Suite 105 - Accounting Office
Johnny Smith
Last visit: 7/17/2012 11:08 AM

+ | weekly Calendar || Request Detail || Recurring Schedule Detail |
Sun 7/15 Mon 7/16 Tue 7/17 Wed 7/18 Thu 7/19 Fri 7/20 Sat 7/21

) (2)[6) (90|60 (90|08 (2|0 (20| %) (B)| (%) ()

2 on Demand | 5 On Demand

12:002%
2008
2o
&0aaM
8.0324

10:008%
12:00P
20080

«03eq
&0aem j
RN
10:09m

ok

Ernail me my Access Codes S
For The Week 7/15/2012-7/21/2012 FH (2 Next Week

i :{..\ HVAC & Lights ) ] Lights Only | | Lease Hours |
e Mot Active 3 Mot Active | ©On Demand Period
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You can also see the request detail by clicking on Request Detail tab.

\ My Account | Logout
4 Home

BEST PROPERTIES POWERED BY: g5 Genea

Region Buildin, Tenant Area it}
!wmem | éaﬁm Via Del Rio 1 !AEIC Capital i ﬂsme 105 - Accounting Offioe g}

Welcome 4l Setup New Request Area: Suite 105 - Accounting Gffice

Johnny Smith

weekly Calfndar 'quuest Detail 'ﬂ Re).lrring Schedule Detail |

o] i | s R
| Fri 20-Jul-2012 04:00 ‘ HVAC &
)

|
|
| X §Johnny Lights

Comment

Marketing Meating with Jim ‘
| Brown |

4 Hrs 0 Min Internet

|
| Smith

Pending
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A popup window will ask you to confirm on deleting the request. Click OK to proceed.

Delete |

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.

My Account | Logout

Home

BEST PROPERTIES POWERED BY: 57 Geneaq.

Area

Region Buildin Tenant 2
EQshm [ Ezsem Via Del Rio § Ec Capital || ISuih 105 - Accounting Office g]
1+l Setup New Request
Weekly Calendar “ Recurring Schedule Detail |
Sun7/15 Mon 7/16 Tue 7/17 | Wed 7/18 Thu 7/19 Fri 7/20 Sat 7/2

w0 (O] (2|0 (9] ) (O] ()]0 (2] 0% (5

5 On Demand | 5 On Demand

Area: Suite 105 - Accounting Office

12:008
2004
2008
60040
s:00a%
10:0024
12:008
200
woaest
coamt
5011

10:0084

s

For The Week 7/15/2012-7/21 /2012 @ Fj‘ Next Week
[

HYAC & Lights ; Lights Only Lease Hours
ot Active | = | Hot Active | on Dermand Period
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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

m

BEST PROPERTIES

My Account | Logout

POWERED BY: V" Genea

| E B Menu
&) HVAC & Light ¢
£) Manage Us¢
£ Lease Info
£ User Admin History...
&) Reports :
£ Training Vldeus

EmailmemyApc Codes

For Assistance C
(555) 555-5555

& Manage Users

Tenant: 4BC Capital

Bu!ldlnq Lok,

Tenant

@m1 Va Dtl Rlo

[BC Capital _

First Narne: [Bob

| *

Last Name: [Smith

T*

Email: I ital.com

J*

Phone Number: [(213) 123-4567

Disable Ermail Service Request Confirmation: =l

Phone Access User 1D: | 5407

]

User Status: | Pending v

Area

Enter UserInformation

Select User Access Level Select Areas For This User Tenant Area Description|(Optional)

O office Manager

(® AC 2nd Lights User

O Lights Only User

(O Leasa Hours Only User
O Reswicted User

Suite 105, Accounting Office |

[ suite 105, CEO's Office |

[ suite 105, cFo's Office |

Suits 105, Conference Room

[ suite 105, Marketing Offica |

[ suite 108, Entire Suite

L

|
J
|
|
|
]

(R

][ X cancel |[37 avely |

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

m

BEST PROPERTIES

My Account | Logout

POWERED BY: ¥ Genea

= M Menu
&) HVAC & Light Service
& Manage Users
%) Lease Information
&) user admin History...
) Reports
&) Training Videos

Did you know?
You can also request air
conditioning and lighting service
over the telephone.

Building
‘23591 Vla

@ Manage Users

Tenant: ABC Capital

Q| X

g Johnny Smith | pchandva@geneaenergy com | | office Manager ‘ Office I-'lanager Active

Bob Smith  bob@abceapital.com

Tenant User

Phone Bhone
I e e e

AC and Lights  Pending

3217

5407

101-6351 | Suite 105, Accounting Office |
| 101-1110 | Suics 105, CEO's Office
| 101-8087 | Suite 105, CFO's Office |
| 101-3218 | Suits 105, Conferance Room

| 101-5606 | Suite 105, Entire Suits |
101 776b Sulte 105 Mavl'atlng Omcn i

101~ 635! Suite 105, Accounting Oﬁice

101-3218 | Suite 105, Cam’eran:e Room |

;
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