Heights Management: Vendor Welcome Package — RFP Walkthrough. 10/11/2015
Section #4
Dear Vendor,

Please follow the walkthrough and picture sequence below as a guide to the
Heights RFP process for vendors. Following this process will allow you to look
up jobs to view description, vendor estimates, and primary discussion boards so
that you can save time and get paid faster.

1) Go to the Heights Management Website at www.heightsre.com.

2) Go to the section labeled “Vendor Portal” and click on the section labeled
IILOginII

€« C' [} heightsre.com

@) The Heights Real Estate Company [——-1

Home Rentals Resources Online Payments Careers ContactUs

Property Management Leasing

3 No Fee Rentals” Virtual tours, floorplans, surveys, applications ~ on line.
ogin

Request KeyFob

Maintenance Request

Residential Retail Office Artist Lofts

Refer Your Friend
Rent Statement History
€-Billing Sign up

Move-Out Request

Featured Apt:
this graceful sq. ft unit is perfect for you! This is a 6th g

Sfloor studio with amazing layout and has hardwood

“Please note that while there is no brokerage fee, an application fee is still applicable due upon application submission.
Sign up With Heights

Investment Property
Sign-up For Our Ematling List

FirstName Most Viewed Units Now Announcements
LastName 275 Ft. Washington Avenue, Unit 6E New York NY.

4996 Broadway, Unit 1L New York NY Employee Login
E-mail 725 W. 172nd St, Unit54 New York NY
Zip Code
User Type * Individual ~ Broker

3) After clicking login, you will be taken to this page.
4) Enter your vendor username and password as shown in the screenshot
below.

€« C' [3 heightsre.com
) The Heights Real Estate Company [
a0
H 0 pany [
Hi

ome Rentals Resources Online Payments Careers ContactUs

Heights Management Web Portal

For registered users, Please Log-In to access your profile page.
Username(*): 1234567890
Password(*):

¥ Keep me signed in for 6 months unless | sign out.

togin| | Close

) Don't have a Heights ID yet? Signing up is easy.

Sign-up For Our Emailing List
First Name. Most Viewed Units Now Announcements
LastName 275 Ft. Washington Avenue, Unit 6E New York NY

4996 Broadway, Unit 1L New York NY Employee Login



http://www.heightsre.com/

5) After logging in, you will be taken to this page. This is the Vendor
homepage. From here, you can select to view your RFP’s, open PO’s,
project discussion boards, service calls and other options.

6) Click on the option labeled “Request for Proposal”

€« C' [ heightsre.com
H Today & November 10,2015
— Advance Search
Home Rentals Resour Careers Contact Us

ces Online Payments

November 10, 2015
Tuesday

Welcome

‘You have logged in at 11/10/2015 10:40:11 AM, your last login at 11/09/2015 04:15:54 PM.

After logging in, this is the wel page that
are taken to.

From here you can select to view your RFP's, invoices,
service calls, PO's, and proj i ion board:

Sign-up For Our st
FirstName Most Viewed Units Now Announcements

7) After clicking on the link for “Request for Proposal” you will be taken to
this page (screenshot displayed below) — with two options — “Vendor
Estimate Profile”, and “Primary Discussion Board for this Job”. Select the
top option to begin the process of uploading your estimate documents
when ready, select the bottom option to enter the discussion boards to
post queries and comments.

1) We will start with the estimate upload process. Click the link “Vendor
Estimate Profile” to begin.



- A Heights Keal Estate Comp X | (%) Query Keq

99 X/ (A Vendor Estimate x -

% < C' | [ heightsre.com/EXAMPL

bEstimateDisc?OpenForr

Hello NYSKYLINEGC:
You have already registered for this job. You may access the following documents:
I 1. Vendor Estimate Profile (when you are ready to upload the Estimate image and Estimate details. All Estimates must be signed.)
2. Primary Discussion Board for this Job (to post a comment) \
Click here to begin the process of
ploading your esti d ts -
pdfs, doc files, etc.
2) Begin the estimate upload process by moving through the steps A to D
below and upload the documents as requested.
3) Estimate documents must be uploaded along with Estimates on job start
dates and completion dates.
[ESHieghts Logo Vendor Services - PO# I
[welcome
[This is your Estimate Management Center for Job [ frease use the betow to make your appointment to see the site, upload your quote, references and certficate of insurance.

|You can access it anytime by logging in, clicking Requests for Proposal and choosing this Lob_-
* |To post a comment, CLICK HERE to access your DISCUSSION BOARD.

. Current Job status:3 Open Items BEFORE Starting Job

OPEN ITEMS CLOSED ITEMS SECTION CLOSED
JOB START -Estimate -PO Number Issued
3 Open Items -Select Work Dates -Sign & Fax Contract
3 Ttems completed ~Certificate of Insurance -Signed Contract Addendum
Permits
0 on file
0 open
Requisitions
Punch List

Job Site FO"OW zﬁese s!eps.

Project detail Upload documents as
requested

[  Bidder Information

& (A). Request for Proposal | (4] (B). Contract Signing 3 (D). Contract Administration I

S e
/. Call To Setup Inspection /' Upload Estimate and Details

1. Floor Plan

2. Setup Site Inspection
Create Site Inspection
Building Superintendent Rashid Khan

Upload price here. j

(‘
a Upload estimate
3. Upload Estimate Here here

Vendor's Estsimate:

Current Estimate Price:

Warrznty Period:

Wananty Type: Labor and Materials ¥

Contract signing ¥

4) Once the estimate is uploaded, go to Step B and upload the Signed
Contract and your Company Addendum.



5) Upload the Certificate of Insurance and Permit files as well.
6) Upload the Work schedule and follow steps 5 through 7 to begin closing
the estimate upload and job approval/start process.

{© Cettificate Insurance is required K
Vendor Services - PO# -

Welcome
This is your Estimate Management Center for m.mease use the below to make your appointment to see the site, upload your quote, references and certificate of insurance.

You can access it anytime by logging in, clicking Requests for Proposal and choosing this Job]

[To post a comment, CLICK HERE to access your DISCUSSION BOARD.

Current Job status:3 Open Items BEFORE Starting Job

OPEN ITEMS CLOSED ITEMS 'SECTION CLOSED
JOB START -Estimate -PO Number Issued
3 Open Items -Select Work Dates -Sign & Fax Contract
3 Items completed ~Certificate of Insurance -Signed Contract Addendum
Permits
0 on file
0 open
Requisitions
Punch List
Job Site Upload signed
Project detail contracts and

addendums here .
Bidder Information

& (A). Request for Proposal | () (B). Contract Signing ) (D). Contract Administration

Step1 ) Step2 \ step 3 ") step 4 \ step 5 ) sten 6
PO# Issued // Signed Contract & Company Addendum // Certs of Insurance & Permits /) ) Work )
Please follow the 7 easy step to start the Job.

The PO# for this job has been qiimved, Please complete all items below. All items below must be complete before  down pay

tep 7
¥/ Req for Job Start Authorization

ed and the job start authorization is issued.
Step 1. PO# Issued:

Step 2. Signed Contract and Company Addendum
Signed Contract: Attachment:

Sl?ned Comﬁzny Addendum:

Step 3. Certificate of Insurance and Permits

Certificate of Insurance: Attachment:
Permits/Close Out of Permits

Step 4. Work Schedule
Please put in the Date tha

tion date of the job as stated on your contract. You can change the scheduled work date up until 7 AM of the actual Work Date.

Job Start on Site: [11/08/2015 Enter in the estimated start and end dates for
Job Completion: [f2/05/2015 ] your job
v 1

7) Click the Save Estimate Details Form (shown in the screenshot above) to
proceed to the next steps

Step 1 Step 2 Step 3 " Step 4 Step 5 "\ Step 6 Step 7
PO# Issued // Signed Contract & Company Addendum /' Certs of Insurance & Permits. Work & Daily Reports // Req for Job Start Authorization

Please follow the 7 easy step to start the Job,

The PO# for this job h, zse complete all items below. All items below must be complete before a down payment is issued and the job start authorization is issued.
Step 1. PO# Issued:

Step 2. Signed Contract and Company Addendum
Signed Contract: Attachment

SI?HEd Company Addendum: Aftachment:

Step 3. Certificate of Insurance and Permits

Certificate of Insurance: Attachment:

Permits/Close Qut of Permits

Step 4. Work Schedule
Please put in the Date that you will start the job and the approximate completion date of the job as stated on your contract. You can change the scheduled work date up until 7 AM of the actual Work Date.

Job Start on Site: 11/08/2015
Job Completion: 12/05/2015

v
Click here to select work dates. 3} ir the job site, based on the Job Start and Job Completion date that you have selected above. You may also delete dates that you

ave added, one business d

Day of Week : Date
Missing Work Dates, please enter the work dates that you will work on site Add work dates here

Step 6. Contract Summary and Daily Reporting Instruction
You may print the Vendor Summary Sheet for your reference. It has instructions on how to create a picture report and for leaving call reports.

1 vendor summary sheet

Step 7.Request for Job Start Authorization
4= _Reaq For Proposal

Contract Administration “%

Save Esfimate Delais Fi

00f repairs and aluminum cozting

Click here when
done to proceed to
the next step




8) Step D - if the job is approved
a. Upload the requisition forms and reports when you are doing the
job in order to qualify for payments.
b. These reports and documents must be uploaded/submitted or
payment will not be made.

eghts Loga Vendor Services - PO_
weicome NN

This is your Estimate Management Center for M[ease use the below to make your appointment to see the site, upload your quote, references and certificate of insurance.

You can access it anytime by logging in, clicking Requests for Proposal and choosing this _

To post 3 comment, CLICK HERE to access your DISCUSSION BOARD.

Current Job status:3 Open Items BEFORE Starting Job

OPEN ITEMS CLOSED ITEMS SECTION CLOSED

JOB START -Estimate -PO Number Issued

3 Open Items -Select Work Dates -Sign & Fax Contract

3 Items completed -Certificate of Insurance -Signed Contract Addendum

Permits

0 on file

0 open

Requisitions

Punch List
Job Site
Project detail Vendor must upload requisition
Bidder Information form and picture reports before the

payment will be approved.
& (A). Request for Proposal = (2] (B). Contract Signing ) (D). Contract Administration
Step 1 sters \[steps

»
Punchlist / Close out Job

\ Step 2
Submission of Payment Requisitions // Deductions for missing call / picture report_/A
of Payment iti

1. roey
2 Payments:
Click on the payment link to print the payment requisition form. Fill up all necessary information and upload directly to this document. Yogfmay also fax to (212) 217 - 1195.

Pmt# Due Date Amount Deductions Work Condition Status Approved Date Chk# Chk Date
1 11/5/2015 $0.00 Down Payment 11/09/2015
2 12/5/2015 $0.00 Final Payment after punchlist completion 11/09/2015

2. Deductions for missing call / picture report

No Penalty

3. Punchlist

4. Close out Job

= _Contract signing

Roof repairs and aluminum coating



To Post on Project Discussion Boards: We will use discussion boards to
communicate as these are electronic workrooms that allow for faster
communication. This allows your job to proceed faster and get you paid quicker
and save time.

1) Click on the link “Primary Discussion Board for this Job”

€« €' | [} heightsre.com/EXAMPLES/TEST/RFP.ns!

stimateDisc?OpenForm&Docld=CD72

Hello NYSKYLINEGC:

'You have already registered for this job. You may access the following documents:

1. Vendor Estimate Profile (when you are readly to upload the Estimate image and Estimate details. All Estimates must be signed.)

l 2. Primary Discussion Board for this Job (to post a comment) l
—

Click here to post comments, inquiries etc, on
the project discussion boards .

2) You will be taken to a discussion board page. These pages are set up to ensure
communication. You will save plenty of time and be able to automatically upload
your estimate and access your homepage.



How to post:
1) Enter your name and email on the right hand side.
2) Comments and queries can be made in the big text box in the top-center.
Click “Submit and Send” to submit the comment.
3) Previous postings and the general comment feed can be viewed below the
big text box
4) Attachments can be uploaded to the discussion board by clicking the
attachments link to the top left of the big text box where you would enter
your comments.
5) To submit an attachment you must enter a comment or query, then
upload the attachment.

» ¢ Oh

()T gt eei Esis Gompeny Y O

In order to make a post
on the board - you must

enter your full name
and your email
address.

¥ CallText Message
¥ Auachments (10}
After the name and
address are entered
,you can post your
comment and upload

Click this icon to
submit the
comment. attachments for
evaluation to the

discussion board.
Previous comment
thread will be
Enter comments,
queries etc. here.
\ J

displayed here.




