Electronic Tenant® Portal

The Electronic Tenant® Portal is an
invaluable hub providing 24/7 access to
any and all property information.

Communications can be posted through
banners and calendar events on the site to
provide you with up to date community
and property information.

www.pacificguardiancenter.com

Quicklinks

Quick Links appear on every page to
provide you with single-click access to
important information, documents and
services most frequently used.

Go Mobile

By downloading and bookmarking the
Mobile Property App to your Smart-Phone,
you can add an icon to the ‘home screen’
of your mobile device and have all the
information and features of your Electronic
Tenant® Portal wherever you go.

Electronic Tenant Solutions
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Electronic Tenant® Portal: Access
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This Section

On-Site Amenities

PROPERTY HIGHLIGHTS

o Convenlently located in Honoluls's CBO with close proximity to the Federal Courts
o Over 682,000 rsf with stunning office views from Mauka and Makail Towers

o Beautifully landscaped plaza and open arcade space with free WIFI

o Small offices available in the historic Dillingham Transportation Building

o PGC Business Suites (Co-working office space)

o LEED GOLD® Certification (since 2017)
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Connect with Management

Wekome  About Pacific Guardian Center  Connect

with Management

Your service satisfaction during your tenancy Is
of the utmost importance to us.

Pacific  Guardian  Centers  Property
Management Office is located at Suite 1270 in
the Makal Tower. The office hours are from
8:00 a.m, to 5:00 p.m, Monday through Friday
except for holidays.

The Management Team can be reached directly

support@ElectronicTenant.com - 202.342.7090 Ext. 101 - ElectronicTenant.com
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Tenant Center: Registration

Tenant Center

(Reservations, Requests, Notifications & Rewards)

Update your contact information or
notification preferences seamlessly for
Property Management enabled
communications.

Submit and manage reservation and work
order requests
Login to Your Tenant Center

First time logging in? ess

Simply click on the Request Account link and management@jbpproperties.com

enter the required fields of information and ree Gottee M
click submit. Property Management will

review and respond to the request with the
steps needed to complete registration.

Reply-To:

XETWLR Y 320PM

<

e

Free Coffee!

Enjoy a cup of
coffee on us. 1234
has a new tenant.
Please welcome
JahVa Joe Coffee to
the building..

| 0

Download the App

The Tenant Center is available in the
Apple App Store and Google Play.

Free Coffee

Free Coffee!

Enjoy a cup of coffee on us. 1234 has a new te

Search “Tenant Center” welcome JahVa Joe Coffee to the building. Ple|
below to get your check-out code.

Enjoy a cup of coffee on us. 1234
has a new tenant. Please welcome
JahVa Joe Coffee to the building.
Please use the links below to get
your register code.

QWERTYU I OFP

A'SDFGHUJKL

GETITON
’ App Store » Google Play *+ ZXCVEBENM@

Z Download on the J

2 @ ¢ spaca eturm

Customize Notifications

Manage Notifications

Choose what and how you want to be

notified. Property Management can keep Receive Email notifications
you up to date on everyday events, ~ Only receive high priority email nofifications
building announcements and emergency Recelve Text notifications
situations. Only racaive high priority text notifications
Group Tenant Rewards - Tenant Contacts
Description:
Benefits of Registering Bulding Alets

Deseription: Do you want 1o be informed? Receive alerts about what's hagpening
arcund the property.

q . . Jogging Club
* Receive real-time alerts during property Description: Noortime jogging

emergencies. Cate Soacials
- . . Description: Subscribe for spacial cale deals!
* Be the first to know of new building

amenities. Wellness

Deseription: Do you lixe 10 be healtny? Notifications regarding wellness.

» Take advantage of tenant-only rewards.

Electronic Tenant Solutions support@ElectronicTenant.com - 202.342.7090 Ext. 101 - ElectronicTenant.com
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Manage Applications: Reservations

Reservations D A Status Reservation Name Westing Details

Submit and manage reservation 213848 Bowt-a-rama

requests. All requests are immediately — " e
delivered to Property Management for 212613 Cancsled  Mane Offico Gatharing e 8

review and action.

209866 Year End Meeting
Access (Click Here) wsre [ER Py st oot
)
Once you ve.entered t!1e 'I.'enant. Center, S m S
the Reservations Application™ is e
accessed from the home screen - either P m Board Meating A
directly from the application display box or
from the dropdown menu. sooes [ AvMesing
199600 ¢ Westchase Meoting 3':«?‘;;&;:; ==
Submitting a Reservation cosws [ s v -
00 - ¢ « €
Step 1: Choose “Select” next to the @ v i@
n . 194674 Company Conference Meeting @O @
amenity you would like to reserve. A @s-0s-=-0
reservation form will appear requesting Q= @ o

191521 Panding Monthly Meesing

specific information about your request.

Step 2: Enter your contact information and
all meeting details, such as the set up PO: Lease ID: 12345 Status: Approved
needs, catering details, attendees list and
email reminder notification. You will have

options to add special needs, requests as Type Cost Mark Up Tax Total
well as any attachments, if needed.

¥ Labor $100.00 $0.00 $0.00 $100.00

Billable Items Grand Totals $100.00 $0.00 $0.00 $100.00

If your reservation request requires

additional charges not covered under
your company’s lease agreement you February »
may receive an email asking that you log

. ® Your @ Has Your (Unavailabls) @ Room Unavalable
in to the Tenant Center and approve or
decline the charges.
[5." =
Herrigel/Kennedy Conderence Room Conderence Room HerrigelKennady
el i, M
Cond Room A
Reservation Calendar e
- R
. (8:00 AM - 10:00 Unavailabie
From the home screen, select the “View AM) Unevaiibio
Calendar” link from the Application Display )
Box or from the Reservations dropdown rm—— - e e
menu. The current month’s calendar, shown = U == Ll Unavaabi
below, will appear displaying your current Adioncack Aoom v (o0 A 10 P38
. (8:00 AM - 12:00 Unavallable Unavallabe
reservations (green), rooms that have P} Usavaiabie —
reservations (blue) and any unavailable s
conference room times (red). —
. § 204869 Requestez Business Meeting Cape Room 1 Octeber 25, 2017
Your Reservations
§ 200588 m Approved AM Meetng Maine Room 1 July 28, 2017
Reservations placed will display under
Your reservations option. All reservations 1o e R G ! STk
can be searched by simple text and/or
196048 Canceled Pending Boarz Meeting Maine Room 1 Aoril 24,2017

filtered by the options available.

§ 195005 m Requestez SAP Training Cape Room 1 Apnl 12,2017
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Certificate of Insurance

Submit, view and track insurance
certificates.

Access (Click Here)

Once you’ve entered the Tenant Center,
the Certificate of Insurance Application is
accessed from the home screen - either
directly from the application display box
or from the dropdown menu.

Submitting a COI

General Information: Information will
pre-fill with date, building and
company. If any of this information is
incorrect please contact Property
Management.

Step 1: Insured/Producer/Additional
Insured/Companies Affording Coverage

Please take the time to populate as
much of the information from your
Certificate of Insurance into the
corresponding fields.

Step 2: Adding a copy of the COI

Once you have filled in the on-line
form, please click on “Choose File” to
attach a copy of the Certificate of
Insurance to include for management.

Your Certificates

To view the details of the Certificate you can
simply click on the Certificate ID. This will
bring up all Certificate information that was
input into the system. Please note that you
will not be allowed to edit the Certificate.

If the Certificate submitted does not meet the
minimum insurance limits it will be marked as
“non-compliant.”

The right column will showcase the expiration
date with the nearest expiring COI at the top
of the list.

Based on management preferences you will
be notified via email to update your COI, if
needed.

Electronic Tenant Solutions

attraction. satisfaction. retention.™

Manage Applications: Certificate of Insurance

Add New Certificate

General Information
Date Added:
Building:

Company:

B Insured
B Producer

1 Additional Insured

February 22, 2018
RDI Tower

Electronic Tenant Solutions

Policies of Insurance

£ General Liability Limits

View Certificates

Expand All

£ Excess Liability

3 Workers Compensatio
B Property Insurance

B Crime

£ Employee Practices In
£ Personal & Advertisin(

EjCyberElability

£ Professional Liability

1 General Liability Limits

Independent Contracts | | Waiver of Subrogation

Policy Number

Policy Effective Date [
Policy Expiration Date -
LMITS

Each Occurrence:

Minimum Limit Required: $1,000,000.00

Fire Damage (any one fire): Minimum Limit Required: $1,000,000.00

Med Exp (any one person):

General Aggregate:

Products-Comp/Op AGG:
£ Other
Other:
B Automobile Liability
Upload PDF Documen Claims Made Occur Independent Contractors
~ Hired Autos ~ Non-owned Autos "I Waiver of Subrogation
Please locate a PDF file on “
end of the file).
Policy Number
Choose PDF: Poliey Effective Date #
Policy Expiration Date ”
LTS
Combined Single Limit (each accident):
Minimum Limit Required: $50,000.00
Bodily I: iccident):
y Injury (por a ont) Minimum Limit Required: $100,000.00
Property Damage:
Minimum Limit Required: $150,000.00
+ Submit New Certificate
@ UploDate (@ bupires Soon @ bipired
Certificate 1D Status Nearest Expiration
56999
@ R Approved May 22, 2016
=] 56998 Admin Review May 13, 2015

support@ElectronicTenant.com - 202.342.7090 Ext. 101 - ElectronicTenant.com
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Support

I Tenant Center Joey Terry v I

Help Center

Log in to your Tenant Center on the
desktop. Make sure to click on the RED
help button, and choose from categories Search Our Help Documents:
listed on right.

Help
Listed below are links to hequenuy asked questions for the various ic Tenant®
Simply click on the links below to view the FAQ's for each specific application. Please nole, as new features Help Categories
are added 1o the applicaions the Healp Center will be updaled so be sure lo check back regularly.
Contact Your Property Caont of e

Management Team

If you have additional questions or are B e e GOl R

No

having any issues accessing the Tenant
Center, please follow the link to connect L

with your property management team.

How to Review and Approve/Deny
\ere are no required fields but it is @ Billable Charges

How to Submit & Manage Service
@ Requests
This PDF w a hxisLxsw\,:

ynldLH charges

Can | Cancel or Edit a reservation How to Submit and Manage Service
Iﬁ after it has been approved? @ Requests

| can't see my service request when
E | select the "View Requests"”
option?

Electronic Tenant Solutions support@ElectronicTenant.com - 202.342.7090 Ext. 101 - ElectronicTenant.com
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