Introducing
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Utilities Portal
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through the innovative use of technology
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INTRODUCTION

This document stands to serve as a user guide for the Tenant / Owner Portal. This Portal connects you to
the MidCity Property Services system, allowing you to access key account information at any time, from
any smart device.

KEY FEATURES

< View your account balances and get copies of statements.

e Log and track service and maintenance requests.

e Bereminded of key dates and other notifications.

- View lease/contract schedules and other important documents.
= Analyse account charges and transaction history.

- Update contact details.

** At the discretion of MidCity Property Services Pty Ltd.

ACTIVATION

MidCity Property Services will be activating your Portal shortly. You will receive an activation email, as per
the example below.

Dear Bob,

MidCity Property Services created a profile for you to access their online portal for
the following account(s):

Property Centre - ABC Store (598)

The portal allows you to connect to their back office property management systems and
self-serve.

To find out more and activate your profile, please click here,

Regards
MidCity Property Services

his is an automated email from MDA Online Portal

Powered by MDA PROPERTY SYSTEMS

hese portai \.‘7,'»":' ngs are a vaiue-aad service from property companies that use the software

After following the hyperlink within the email, create a preferred password. In addition, you'll be given the
option to stay logged in to the Portal.
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HOME FEATURES ONMNLINE PORTALS DEVICES ACCESS

Activate your profile

An Online Portal profile has been created for you. To access your account information, please verify your details and choose a password.
You will only need to do this once.

First name*

Last name*
Email address*
Mobile
Telephone
Choose password

Confirm password

M Keep me logged in

By logging in you agree to the Terms of Use.

Proceed to log into your account using your MidCity registered email address and the preferred password
which you will create.
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FUNCTIONALITY

Browse the dashboard for an overview of your account.

MidCity Utilities (Pty) Ltd & customercare@midcityutilities.co.za . 0124263400 & IT Support =
MidCit
UTiLITIES Dashboard count = Document Library - Service Requests = Lease/Contract - Notifications FAQ
VOUR SMART
Dashboard

MidCity Corner (Campus Edge) (MCCSER) - MidCity Corner Service Account (1859)

Account Balance Document Library Service Requests

R13 935 Sep 2020 3+ months 0 0

Current Latest Since Last Cases Incomplete
Balance Due Statement Updated Outstanding Jobs

Ve et

Account Analysis 12 months | 2years 3 years Key Dates in next 2 months

i ontract T - Expiri 31/10/2020
Allocations - Contract Terms - Expiring

View Lease/Contract Schedule
30,000

39 500 o
e Notifications
@ Statement emailed 12 days ago
15,000
@ Latest statement available 12 days ago
7,500 € Last receipt of 14 945.05 received on 26 days ago

1 0700 00 005 007 07005
1 202001 202003 202005 202007 202009
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=
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ACCOUNT INFORMATION

View your current Account Balance, and then drill down via the View Details button for further transactional
analysis. This information can also be accessed via the Account tab on the menu at the top of the screen.

; ; = . 42634 M Demo
MidCity
UTILITIES Dashboard Acoount - . ry - arvite Regue = LELE. t = )
MidCity Cormer (Campus Edge) (MOChumy - menasy wenoer- aerVite Account (1859
Document Library Service Request Lo News =

Analyse charge allocations and receipts captured across multiple period selections.

MidCity Utilities (Pty) Ltd & customercare@midcityutilities.co.za % 0124263400 & IT Support =
MidCity
UTILITIES Dashboard Account Document Library - Service Requests « Lease/Contract = Notifications FAQ

VOILIR SMART SOLUTICN

Transactions

Account | Transactions

S

tements

Contact Details

MidCity Corner (Campus Edge) (MCCSER) - MidCity Corner Service Account (1859)
Transactions

202009 - - 202000 - @® By Financial Period O To match my monthly statement

25 ~  records per page

Period * Date % Allocation * Remarks Exclusive Tax Inclusive

202009 Balance B/f 483.00

PR S Elec Common . - . . S mm e cn qeE e

202000 01/09/2020 Area Apportioning Block A Service Lights for 2020-08-03 22336 33.50 256.26
ea

PR e Elec Common . o - - - =
202009 01/09/2020 Apportioning Block B Service Lights for 2020-08-03 458.53

)
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P
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SERVICE REQUESTS

Log and track service/maintenance requests. These will automatically push through to MidCity’s system for
action. This information can also be accessed via the Service Requests tab on the menu at the top of the
screen.

*This functionality is only available if activated by MidCity Property Services Pty Ltd.

** This functionality will only become later on.

MidCity Utilities (Pty) Ltd & customercare@midcityutilities.co.za L. 0124263400 & IT Support |

MidCity

UTILITIES Dashboard Account -
A + 5 R
Service Requests

IR SHART SOLUTION
oz New
Log Mew

Lease/Contract ~ Notifications FAQ

Q

MidCity Corner (Campus Edge) (MCCSER) - MidCity Corner Service Account (1859)

Cases Outstanding - Log Mew +

Case No Logged = Status ¥ Category = Description =

Actioned Jobs Incomplete -

JobNo ¥ Logged « Status ¥ Nature ¥ Description ¥ Cost ¥
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KEY DATES & NOTIFICATIONS

Be reminded of key dates and other notifications. This information can also be accessed via the
Lease/Contract and Notifications tabs on the menu at the top of the screen.

MidCity Utilities (Pty) Ltd & customercare@midcityutilities.co.za . 0124263400 & IT Support =
MidCity
UTILITIES Dashboard Account - Document Library « Service Requests Lease/Contract « Notifications FAQ
Key Dates

LeasefContract / Key Dates

MidCity Corner (Campus Edge) (MCCSER) - MidCity Corner Service Account (1859)

Key Dates In the next | 3 months | 6 months 12 months
Item % Details & Date v
Contract Terms - Expiring Maonthly lease/contract with 1 month(s) notice period 31/10/2020

Previous | 1  MNext

* Key Dates are red when overdue
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STATEMENTS & DOCUMENTS

View lease/contract schedules, your monthly statements and other important documents via the
Document Library and Lease/Contract tabs on the menu at the top of the screen.

*This functionality is only available if activated by MidCity Property Services Pty Ltd.

MidCity Utilities (Pty) Ltd customercare@midcityutilities.co.za . 0124263400

s Qo 3
Document Library -

& [T Support ~

UTILITIES Dashboard Account ~ Service Requests - Lease/Contract = Notifications FAQ
VIR SRR S0LLTICH

Statements
Document Library / Statements

Contact Details

MidCity Corner (Campus Edge) (MCCSER) - MidCity Corner Service Account (1859)

Statement Period 202009 ~  Previous Supporting Documents (0)

© How do | save or print my statement?

Tax Invoice & Statement (Standard)

M i d C i ty COPY Tax Invoice & Statement

MigCity Utiities (Pty) Ltd
LITILITIES — I
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UPDATE CONTACT DETAILS

Update your contact details via the Account tab or your Portal Account drop down menu. This will
automatically update your contact details MidCity Property Service's system.

*This functionality is only available if activated by MidCity Property Services Pty Ltd.

MidCity

UTILITIES ALCOURT =
[

Contact Details

Click on Change and insert your updated contact information and then click Update.

Contact Details

Name

Portal Demo

Mobile

082 000 0000

Email

PortalDemo@mdapropsys.co.za

Telephone

012 426 3400

‘ Change Details ’
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FREQUENTLY ASKED QUESTIONS

Make use of the FAQ section to assist in navigating and managing your Online Portal.

Click on the drop downs to find more answers to questions that you may have.

td & customercare@midcinyutilitie L 012426340 & Portal Demo
MidCity ot Aot e Dot ey« S e« Lo« ot 1»
A A Tt

Frequently asked questions

. O

How do | change my profile details?

How do | change my password?
Canl link another account io my profile?

What are my profile details used for?

What are the account contact details used for?

How do | change my account contact details?

Transactions - Grand Total field: Why does the Exclusive plus Tax amounts not equal the Inclusive amount?
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