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Procorem Overview - Introduction

Procorem is a secure software portal that allows you to collaborate with
WHEDA and others in your projects in a secure environment.

Manage your projects with features like document management, task setup,

assignments, and approvals. And it’'s mobile and compatible with your tablets
and phones.
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Procorem Overview - Introduction

WHEDA is moving to the use of Procorem for the following benefits:

* Lessonsite time

e Less intrusive on tenants and developer/owner/agent
 Easier retrieval of demographic data

Historical record of all transactions

 Record of notifications (both ways)

e Record of data input (both ways)

Support of application process for all funding

* Long term cost savings for all

*  Environmentally friendly  ©2020 proLink solutions 4



Procorem Overview - Hierarchy
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You will be “invited” to
a WorkCenter and will
have access to view and
update the many items
available within the
WorkCenter



Agenda

* Accessing and navigating your WorkCenters




WorkCenter Invitations

You will receive a WorkCenter invite from Procorem for your project

v
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Hi Andrea O'Brien,

You've been added to the Garden Court Apartments {Deal) WorkCenter in
Procorem by Kelly Encinias

Please join my private and secure Garden Court Apartments (Deal)
WorkCenter.

Kelly Encinias
ABC Housing Authority

Thanks for choosing Procorem to collaborate and stay productive.

Let's get to work!
All of us on the Procorem team

q+
Read our blog | Got questions? | Connect! nLEJ

Procorem | 98 Inverness Drive East, Suite 250, Englewood, CO 80112

You are receiving this email because you signed up to receive notifications or were invited to collaborate by a
colleague. To unsubscribe, click here,

Simply click the link in
the invitation, create a
login, and join the
WorkCenter.
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WorkCenter Invitations

If it’s your first time accessing Procorem, you will need to sign up

You've been invited to join Procorem!

Easily collaborate with friends, family, co-workers, and clients

e You will see a record with your name and your
et et email address.
* You must set your own password.
* Asyou enter a password, Procorem will
indicate if you met all of the password rules.
e s e All the rules must be green
o ot i * The “l agree to terms” must be checked

& Must be at least 8 characters long.

* Click SIGN UP NOW

Sign Up Now,

¥ | agree to the
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Agenda

e WorkCenter Invitations




Accessing and navigating your WorkCenters

After logging in you will arrive at your My Activity Feed home screen

Q E Autumn ~

My Activity Feed My Activity Feed
:

My Calendar
e A WorkC
My Tasks 0 [ P — ccess your WorkCenters
n Welcome to Procorem! . . .
My Accounts Procorem is a growing ecosystem of individuals and oerganizations that are collaborating efficiently in real-time. Now . h | f g
you're a part of it, and we want to help you g 7 : (idw. gheck out t::rlupcto dat;c( I n t e e t n aVI at I O n
My Favorites u . hﬁ« Procorem Help enter for
Getting around Procarem ! | information on new Procorem
The Procorem Hierarchy features and frequently asked m e n u
Procorem Quick Guide questions! . U d ate O u r P rofi | e b
ProLink Solutions > Pending Heras ) For first time Procorem users, get p y y
started with our Meet Procorem H H
e clicking on your name at
All Activities ~
Garden Court Apartments (Deal) I Flag

<

Getting Around Procorem t h e u p p e r r i g ht
ESE

Kelly Encinias added a new collaborator 2 minutes ago on (Sep 29 2020)

Ll 1l
552 Garden Court Apartments (Deal) n

Sandy Smith was added to the Garden Court Apartments (Deal) WorkCenter

View All 1 WorkCenters

#+ Go to Account
procorem

E] ABC Housing Authority £22 Garden Court Apartments (Deal)

2 Flag
.‘ Kelly Encinias left a WorkCenter 7 minutes ago on (Sep 29 2020)
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Accessing and navigating your WorkCenters

Within each WorkCenter all users that have access are listed at the right

Q core

_(--Gi:rden Court Apartments Home / ABC Housing Authority / Garden Court Apartments (Deal)
{Deal)

Files Add Collaborator

£ sort | | YFilter X Upload Files J| + Create Folder m ‘I'“Vs"'e Sandars
el Multifamily Lending Manager

Applications & Underwriting

& e S Please work directly with
— g | J— your WHEDA contact to

+ Tasks 10 months ago on (Nov 26 2019) by Kelly Encinias ﬂ

Harry Zulauf

£ Ccalendar Construction Inspections MU Cevelonss a d d a n d re m Ove u S e rs O n
5 Activity ' " 11 months ago on (Nov 11 2019) by Kelly Encinias {anel_.f!\:s yo ur WO r kce N te r

Draw Requests Jeff Holmes

£ WorkCenter Settings

Partfalio Anaiyst

11 months ago on (Mov 12 2019) by Dan Developer

i Links = Larry Goldstein
Due Diligence Executive Diractor
i Tenant Event Portal .
3 months ago on (Jun 24 2020) by Ryan Kim a| Meredith Watson
Multifamily Lending Manager

File Reviews

* Favorite this WorkCenter

Sandy Smith

a year ago on (May 30 2019) by Dan Developer

& Email this WorkCenter d Finanrial Nata
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Accessing and navigating your WorkCenters

Use the left navigation menu to access all the features available in your
WorkCenters

< core

_(-.(‘ﬂrl:len Court Apartments Home / ABC Housing Authority / Garden Court Apartments (Deal)

{Deal)
Files Add Collaborator
12 Sort | Y Filter 2 Upload Files J| + Create Folder m s Shil e
el Multifamily Lending Manager
Applications & Underwriting
Dan Developer
; By Developer
S 5 days ago on (Sep 24 2020) by Joe Cherry i
Posts Compliance ' Debbie Lee
Development Cfficer
+ Tasks 10 monthis ago on (Mov 26 2019) by Kelly Encinias ﬂ Harry Zulauf
& calendar Construction Inspections M Developer
\ - K Jane Lewis
5 Activity 11 months ago on (Nowv 11 2019) by Kelly Encinias T v—
Draw Requests Jeff Holmes
£+ WorkCenter Settings B Portfolio Analyst
11 menths ago on (Nov 12 2019) by Dan Developer
L Links = Larry Goldstein
Due DIIIgEI'IEE Executive Director
3 months ago on (Jun 24 2020) by Ryan Kim ﬂ| Meredith Watson
3 - Multifamily Lending Manager
File Reviews
 Favorite this WorkCenter Sandy Smith
S a year ago on (May 30 2019) by Dan Developer : n
&% Email this WorkCenter | Finanrial Nata
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KCenter Collaborators & Posts
KCenter Tasks & Calendar

KCenter Activity




WorkCenter Files & Folders

Home / NYSHCR / 10T102-INTERNAL
Files
12 5ot | [ ¥ Fitr [ Corotenn spence Create folder structure to

new voRk | Homes and
v Community Renewal

| B Files —— . .
® Posts T organize files — note that
T 3 months ago on (May 14 2020) by Elaine Chang .
v Tasks e [ e chs Folder names must be unique
# calendar T 2 months ago on (May 18 2020) by Elaine Chang HFA Service User I nS|de a g'Ven WO rkce nter
¥ Activity Executive Summary
© WorkCenter Settings 2 ’.“9"'3;5 ago on (May 18 2020) by Elaine Chang
oLk .Grant.Agreeme-m
2 months ago on {May 15 2020) by Elaine Chang
L Diversity

= © procore

4 Tenant Income

Castification € 107102 - INTERNAL Home / NYSHCR / 10T102-INTERNAL / Application

" liewronx | Homes and Files Add Collaborator
e | Community Renewal
12 Sort | Y Filter 2 Upload Files [ + Create Folder m n IR

Upload files with automatic versioning | » e Up alevelt eyrm———
o . . ® Posts cqReha xlsx
and ability to comment — click Details - P @ petais |
v Tasks . 3months 3g0 on (May 14 2020) by Elaine Chang n E\'_‘_’I‘f‘e_cr_":'"g

button for version information.

S HFA Service User
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WorkCenter Files & Folders

= © procore

€ Garden Court Apartments Home / ABC Housing Authority / Garden Court Apartments (Deal)
(Deal)

Files

1z Sort T Filter + Create Folder m

Applications & Underwriting

& Files e — 0 on (Sep 24 2020) by Joe Cherry

®, Posts Compliance

« Tasks 10- maonths ago on (Nowv 26 201 ally Encinias
8 Calendar Construction Inspections

5  Activity 11 months ago on (Mov 11 2019) by Kelly Encinias

Draw Requests
#+ WorkCenter Settings

To upload a File — select the folder where you would like to upload the file and then
click the Upload Files button

© 2020 ProLink Solutions 15



WorkCenter Files & Folders

= © procore

€ Garden Court Apartments Home / ABC Housing Authority / Garden Court Apartments (Deal) / Applications & Underwriting / Upload Files
(Deal) ;

X Select Files

E Files

®, Posts Drag and drop multiple files using Internet Explorer 10+, Firefox, Chrome, or Safari
« Tasks OR

& Calendar Choose File

& Activity

. Status
#+ WorkCenter Settings
—3elect— W |
» .
i Links Click plus to add a new status. Manage statuses in Account settings.

Upload one or many files at time

© 2020 ProLink Solutions 16



WorkCenter Files & Folders

= O core

Loan App GC.xisx

Supporting Document 1.docx

Supporting Document 2.docx

can:e' @
[BS

After selecting file(s) to upload, you will click the Upload button. Procorem will send
out emails to all Collaborators to inform them of the files uploaded

© 2020 ProLink Solutions 17




Agenda

e WorkCenter Files & Folders

e WorkCenter Tasks & Calendar
* WorkCenter Activity




WorkCenter Collaborators & Posts

Add Collaborator

Collaborators are the people that have been invited to the

n Karen Cole
2 P
n Sara Surprenant
ssurprenant@prelinksolutions.co . . .
e —— Communicating with Collaborators:
e - * Posts—goes to collaborators’ email AND tracked in
Procorem
* Reply to WorkCenter emails directly from Outlook
ol |mmediate Emails? : 1
S e il * Control the emails that collaborators receive from

Iﬂclude in Digest?

n Sheldon Martin

this WorkCenter

© 2020 ProLink Solutions 19



WorkCenter Collaborators & Posts

Home / ABC Housing Authority / Garden Court Apartments (Deal)

Posts

New Post: l

the WorkCenter and
emailed to ALL

B cCalendar
- collaborators
% Activity
-
£+ WorkCenter Settings
aa Links

Jane Lewis © days ago on (Sep 23 2020) Edit

& Tenant Event Portal Harry, our legal counsel just reviewed your LPA v3 and made comments. | just uploaded that as v4. Take a look

R OH 5 s 'va W

Edit

# Favorite thizs WorkCenter B o.-- i 2 month 3oa AN fSan 07 20900
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Agenda

e WorkCenter Files & Folders
e WorkCenter Collaborators & Posts

* WorkCenter Activity




WorkCenter Tasks & Calendar

4 15 Copiage Commons Home / NYSHCR / 15 Copiage Commons

;4" Jiewroux | Homes and Tasks Add Collaborator

Community Renewal
= View: WorkCenter Role & Show Completed O Hide Details + Create New Task
B Files
Developer h
%, Posts
| + Tasks Not Assigned - Developer
. No Approvers - Project Manager E{ Rewsok | Homes and R Calendar
# calendar New Karen Cole
Created 7 months ago on {Jan 08 2020) by Pervez Khan B Files etal e July 2020 L g WeekCenter Owne
. Ssun Mon Tue Wed Thu Fri sat .
¥ Activity . ; o o n Peddy Ligonde
Omnibus Certifications executed by a Principal 10 ® Posts L. [N
# WorkCenter Settings Mat Assigned - Developer + Tasks ' Sara Surprenant
No Approvers - Project Manager WorkGenter Omne
Calend, :
LELEE 5 B N 3 g T T g Sheldon Martin
5 Activity WarkCenter Oune

% WorkCenter Settings

Tasks help you stay on track in your Bw o w o ww o w .

A Diversity

project and help WHEDA monitor A I R N

* Favorite this WorkCenter

yO u r p rOj e Ct 5 Email this WorkCenter 26 27 28 29 30 ET}

12a
lAppiication
|Certification
lexecuted by CEQ

Tasks are displayed in the WorkCenter
Calendar

© 2020 ProLink Solutions 22



WorkCenter Tasks & Calendar

4 15 Copiage Commons Home / NYSHCR / 15 Copiage Commons

tewvosk | Homes and Tasks Add Collaborator
e Community Renewal
= View: WorkCenter Role & Show Completed O Hide Details + Create New Task
B Files
Developer h
®; Posts
| + Tasks Mot Assigned - Developer
No Approvers - Project Manager ~ ewsonk | Homes and _—— Calendar
7 calendar New e Karen Cole
Created 7 months ago on (Jan 08 2020) by Pervez Khan — Lt Ly July 2020 O] ek S Q WorkCenie: Om
L. Sun Mon Tue wed Thu Fri sat
¥ Activity . ; o o n Peddy Ligonde
Omnibus Certifications executed by a Principal 1@ # Posts P & o
# WorkCenter Settings Mat Assigned - Developer + Tasks renan
No Approvers - Project Manager
# Ccalendar
5 & g 8 3 10 1
% Activity
% WorkCenter Settings
.
All Tasks are created and assigned T I I I R R
A Diversity
A4 Tenant Income
y Certification 19 20 2 22 23/ 24 25
* Favorite this WorkCenter
26 27 28 3

5 Email this WorkCenter

Developers/Owners/Agents are
responsible for completing the Tasks
and marking them as such
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WorkCenter Tasks & Calendar

Home / ABC Housing Authority / Garden Court Apartments (Deal)

Tasks

= View: Task Group & Show Completed © Hide Details + Create New Task

-

Complete Tasks
from the list

screen or by -
clicking on a Task » posts

to access the jiakgsy :
nitial Underwriting 10 10 1%

d .I & Calendar signees: (] Debbie Lee or O Harry Zulauf - Development Officer =
etall screen 21 kS :

pproval from: O Dan Developer, £k Kelly Encinias, {i Andrea O'Brien, k Sara Surprenant, or 0 Autumn Encinias - Developer

Application Submission

« No Tasks Found

% Activity @ Due 2 months ago on (Jul 31 2020 12:00 AM)
Pending Assignees
£ WorkCenter Settings Created 3 months 350 on (Jun 25 2020) by Ryan Kim
& Links Due Diligence e
%% Tenant Event Portal Entitlement 10 1@ =

Assignees: U Debbie Lee - Development Officer
0/1 0/6 Approval from: O Dan Developer, O Harry Zulauf, £k Kelly Encinias, £k Andrea O'Brien, 4\ Sara Surprenant, or J Autumn

Encinias - Developer
* Favorite this WaorkCenter M Muis in & manth an (O 21 20000 1700 AWM
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WorkCenter Tasks & Calendar

Q core

Home / ABC Housing Authority / Garden Court Apartments (Deal) / Edit Task

Edit Task

v o [ ——————————— Note that you can add

i Uncerring Comments directly to a Task as

Status o .
 rosts well as attach Files that might

0/5 approvers have approved this task

. support the work you

Description

¥ Activity Completed

i WorkCenter Settings

E Files

v Tasks

& calendar

& Links Location
& Tenant Event Portal Start Date 0712712020 12:00 AM +
Due Date 07/31/2020 12:00 AM v

“* Favorite this WorkCenter
@ Using (UTC-07:00) Mountain Time (US & Canada). Click here to change your time zone.

= Email this WorkCenter
Assigned To

Assignees ~

U Development Officer x

O Mark Finished = [fij Debbie Lee x
O Mark Finished & Harry Zulauf x

® Any assignee can mark task as finished
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kCenter Files & Folders
kCenter Collaborators & Posts
kCenter Tasks & Calendar




WorkCenter Activity

4 Baisley Park / NYSHCR / Baisley Park
tewronk | Homes and Activity
st | Community Renewal
FFlag
B Files E Sara Surprenant created a new task in a few seconds on (Jul 30 2020}
% Posts
V Application Certification executed by CEQ
+ Tasks Start Date: 07/30/2020 12:00 AM
Due Date: 07/31/2020 12:00 AM
[ calendar Sara Surprenant was added as a follower to this task
¥  Activity FANYSHCR IE Baisley Park Gardens . . R
oo st All Activity for the WorkCenter is
I Flag
.
i Links n Sara Surprenant removed a collaborator 12 minutes ago on (Jul 30 2020) re CO rd e d fo r a u d It p u r p O S e S
L Diversity

Baisley Park Gardens

S regardless of the action or the

Certification
EI NYSHCR 22 Baisley Park Gardens COI Ia bo rato r
# Favorite this WorkCenter
F Flag
= Email this WorkCenter g Peddy Ligonde finished a task 10 days ago on (jul 20 2020)

v mor

Peddy Ligonde finished this task for HFA Service User
1 out of 1 assignees have finished this task

The task is complete because at least one assignee must finish this task.

I NYSHCR 22! Baisley Park Gardens

© 2020 ProLink Solutions 27



How to access the Help Center

Procorem Help Center Procorem Support

https://help.procorem.com wheda.helpdesk@wheda.com

Procorem Website

wWwWw.Procorem.com
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http://www.help.procorem.com/
http://www.procorem.com/
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