KingsleySurveys

Property Management Data

From the Admin Portal, those with permissions will be able to manage their company’s property data within
KingsleySurveys.

To access Property Management Data, you must be set up with permissions as a Survey Admin. Please submit a
request to your Project Manager or Account Manager for them to add the Survey Admin access to your account.
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Accessing the Survey Admin Portal

Follow the below instructions to access the KingsleySurveys Admin Portal.

1. Log in to the KingsleySurveys Portal, then select the (=] Survey Admin Portal link in the top right-
hand corner of the screen.

2. You'll land on the Survey Admin Portal homepage where tiles will display depending on your access.
o Click the = Kingsley Portal link to return to the KingsleySurveys Dashboard.

o If you need assistance from our Support Team, click the @ Support Request link to fill out a
form. Or call (866) 472-2344 from 8:30am - 5:30pm ET Monday through Friday.

o Click on your email address in the top right-hand corner of the screen to be navigated to your
Manage Account page where you can change your password for the KingsleySurveys Portal.

o Hover over the blue avatar in the top right-hand corner of the screen to be signed out of the
portal by selecting the Log out option that displays.

o All Survey Admin users will have access to the Property Data Management tile where you can
add and edit user information, as well as grant access levels to users.
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KingsleySurveys
Property Data Management Dashboard

3. From the Survey Admin Portal, select the Property Data Management tile to be directed to a
listing of all properties currently in the KingsleySurveys portal to include the property name, status,
address, city, state, and property type. From here you can:

o Select and toggle between the program option(s) you have available from the drop-down menu
provided in the top right-hand corner of the screen.

o View total number of active and inactive properties, as well as how many properties are in
pending review and rejected statuses. For more information on each status, see below:

= Total Active Properties: Displays the total number of active properties in the system.

= Properties Pending Review: This status will display the number of properties submitted to
be added to the system but is awaiting review from the KingsleySurveys Team before being
added as an active property or rejected to require review from an admin.

» |nactive Properties: Displays the total number of inactive properties in the system.

= Rejected Properties: This status will display the number of properties that have been
rejected by the KingsleySurveys Team after being submitted for review.

o Use the Search field to locate a specific property or status. As you type, a listing of applicable
properties will be listed.

o Select a column header to sort the column in ascending or descending order.
o Scroll through the listing of properties with your mouse or use the scrollbar on the right.

o Toreturn to the admin portal homepage, in the breadcrumb trail at the top-left corner, click the
Survey Admin Portal link.

ﬂ Grace Hill OKINGSLEY PORTAL (D SUPPORTREQUEST  apem@ &
Survey Admin Portal / Property Data Management i breadcrumb trail Select needed program —}I Sample Mulifamily Program i
Total Active Properties Properties Pending Review Inactive Properties Rejected Properties
I Q search I £ Manage Levels/Groups H & Export H -+ Add Property
P

Property Name Status Address City State Property Type

Property 1 Inactive 2705 Range Avenue Santa Rosa CA MUL

Preperty 10 Active 3680 Kelsey Knoll Street Santa Rosa CA MUL

Property 11 Active 1600 Whitewood Dr San Jose CA MUL -

Property 12 Active 38680 Warerside Gir Fremont CA MUL
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KingsleySurveys

Add a Property

Follow the below instructions to request a new property be added to the KingsleySurveys system. Once submitted, the
information will be reviewed by the KingsleySurveys Team. If you are a Survey Admin for more than one program, ensure the
appropriate program is selected in the drop-down menu provided at the top of the screen before proceeding.

4. From the Property Data Management homepage, click the + Property button.
5. The Add Property pop-up window will appear. From here, complete the below:

o Enter the Property Name, Property Code (optional), Address, City, Country, Postal Code,
Property Class, Renovation Status, Market Type, Onsite Parking (Y/N), Elevators (Y/N), and
the Property Type for the new property. Fields with an asterisk are required.

0 All Multifamily options will require the # of Units, Occupant Type, and Rent Type. All other options
for Commercial will require information for the Square Footage.

o To add another new property, click the + Add Another Property button and fill in the needed
information. Repeat this step until all of your properties have been added.

o After entering the information for the new property(s), click the Review button.
Add Property x
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6. You'll be navigated to the Review New Properties page with a listing of the new properties you
entered information for. The next step is to submit the properties for review, if you navigate away
from the page before completing the following step, the information will not be saved.

7. If you need to edit a property’s information, select the Property Name, then click the # edit icon to
open the fields for editing.

8. Once you've added all properties, click the Submit New Properties button.

o A confirmation pop-up message will appear stating, “Are you ready to send these properties?”.
Click Yes to proceed. Or click on the X to close out the message and not proceed with
submitting the property(s).

o After clicking Yes, you'll receive another confirmation message stating, “All Properties
Submitted!”.

At this time, please limit the number of new properties that are submitted to under 10 at one time. If you
A have more properties to add, please either break up the submissions or complete the spreadsheet to be
requested to your Project Manager for upload.
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KingsleySurveys

Add a Property (continued)

Survey Admin Portal / Property Data Management / Review New Properties Annual Test Program
Review New Properties (2) Number of properties submitting for review I +Add Another Property " Submit New Properties I
R Kingsley Apartments
B Avalon Heights
&
4 Kingsley Apartments Property Name Kingsley Apartments Renovation Status Under Renovation .
Property Code Market Type CBD
Address 456 First Street Onsite Parking No
City Dallas Elevators No
Country United States Property Type Muttifamily - Townhome
State Texas # of Units 25
Postal Code 76426 Occupant Type Senior
Property Class Class A Rent Type Subsidized affordable

o A Confirmation pop-up window will appear stating, “All Properties Submitted!”.
o You'll also receive a confirmation email that your property(s) was successfully submitted.

9. After a property(s) have been submitted, the information will need to be reviewed by the
KingsleySuveys Team before being approved to be added to the system or rejected.

10. When a property(s) is submitted for review, the number of properties in review will be reflected on
the Property Data Management homepage in the Properties Pending Review section.

11. The admin that submitted the property(s) will receive an email notification once the information has
been reviewed by the KingsleySurveys Team with an approval or rejected status. If the property(s)
were rejected, a comment will be provided with more details.

Your Property Submission (4) Has Processed! S

administr kingsley com Mon, Oct 17, 2:54 PM (7 days ago) ¥ “

We have successfully reviewed your property submission (4) created on 10/14/2022 2:57:07 PM. Please
review the details of your submission below.

The following properties were approved. You can now update the level and group information using the
blue Manage Levels / Groups button just above the property table on the Property Summary page

Property Name Address City State | Country Property Type
Amy's Villas 8887 S. Main Street Arlington | TX us Multifamily
Amy's Retail Space | 7787 S. Cooper Street | Arlington | TX us Strip Retail - Retail

12. When properties are approved, the status will change to Active on the Property Data Management
homepage and the Total Active Properties count will go up.

o If rejected, the property status will reflect as Rejected and the Rejected Properties count will go
up. Review each rejected property and adjust the information as needed to then resubmit for
review to the KingsleySurveys Team.

o After the property(s) has been approved, you'll need to add the property(s) to a Level/Group.
Visit the Assign/Unassign Properties to L evels/Groups section of this guide.

0 If you have an APl with Kingsley, ensure that the property(s) is also added to the PMS APl feed.
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KingsleySurveys

Assign/Unassign Properties to Levels/Groups

To assign or unassign properties to a Level or Group, follow the below steps. If you are a Survey Admin for more than one
program, ensure the appropriate program is selected in the drop-down menu provided at the top of the screen before
proceeding.

13. From the Property Data Management homepage, click the & Manage Levels/Groups button.
14. You'll be navigated to the Property Level Management page.
15. To assign a property(s), select the needed checkbox(es) in the Properties column on the left.

o Use the Search field to locate properties in the left column to be assigned to a Level/Group.

16. Then, in the Levels/Group column on the right, select and highlight the Level Value to assign the
property(s) to.

o Use the Search field to locate the Level Value needed for the Level/Group.

17. Toremove a property, select the X in the Levels/Group column, to move it over to the Properties
column.

18. Once a property and Level Value is selected, the Assign >> button will become active. Click to
move the selected property(s) over to the Level Value.

19. Click Save Changes.

20. A Confirmation pop-up window will appear stating, “Are you sure you want to save the changes
you've made?”. Click Yes to proceed. Or click outside of the window to return to the Property Level
Management page without saving changes.

o When clicking Yes, another message will appear stating, “Levels saved successfully!”. Click OK.

Survey Admin Portal { Property Data Management | Manage Property Levels ISmrma Multifamily Program - I

Property Level Management

Properties Levels/Group

Q, search IRegion - I Q, ssarch

Property Name Level Values

Property 12 ®

Property 14 x

Property 15 =]

Region 2

Region 3

Region 4
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KingsleySurveys

Edit Property Information

To edit property information, follow the below steps. If you are a Survey Admin for more than one program, ensure the
appropriate program is selected in the drop-down menu provided at the top of the screen before proceeding.

1. From the Property Data Management homepage, find the property you'd like to edit and on the
property name.

2. The property details will appear. Click the # edit icon to open the fields for editing.

3. Edit or add property information in the fields for Property Name, Property Code (optional), Status,
Address, Property Class, Renovation Status, Market Type, # of Units, Occupant Type, and Rent

Type. Fields with an asterisk are required.

If the Status is changes from Active to Inactive, once changes are saved, the property cannot be
reactivated. To reactivate a property, a Support Request would need to be submitted.

4. Click Save Updates to save any changes to the property data.

Survey Admin Portal / Property Data Management

Total Active Properties

17

Q, Search

Property Name «

Proparty 1

Property 10

Property 11

Property 12

Property 13

Property 14

Property 15

Status

Inactiy;

Active

Active

Active

Active

Active

Active

Sample Multifamily Program -
le Muttifamily Prog

Properties Pending Review Inactive Properties Rejected Properties

£X Manage Levels/Groups &y Export ‘ ‘ + Add Property
Property 10 %
*Property Name Property 10 *Renovation Status Unknown -
Property Code *Market Type Suburban -
Status Active . Onsite Parking @ Yes O No
*Address 3680 Kelsey Knoll Street Elevators ®Yes O No
“Cty Santa Rosa “Property Type e =
*Country Code _ - . *# of Units 124
*State - “Occupant Type Traditional -
“Postal Code 95403 “Rent Type Market rate -
“Property Class Class A <

—
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